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INTRODUCTION

This test guide is designed to assist you in your preparation for some of the subtests
that you may encounter when taking a City of Columbus examination. This test guide
specifically focuses on the subtests that are administered through a program called
OPAC/TestGenius. This is not a study guide. The information obtained herein is
intended to give you an idea of how the test is administered and some familiarity with
OPAC/ TestGenius screens and procedures. It does not address the content of what will
be tested.

This manual provides:

1. A brief explanation of skills measured in each subtest.
2. Instructions on how to take each subtest.
3. Examples of screens encountered when taking each subtest.

Not all City of Columbus exams utilize the OPAC/TestGenius program. The subtests
that will be included on an exam are listed in each job posting on our website. The
current job postings are listed on our website at www.columbus.gov/civilservice under
the “Current Job Openings” tab. After your application is approved for a tested job, the
subtest information will also be included in your examination notice email under the
“Test Information” section. This email notice will also contain your specific test date,
time, and location.

If you were directed here through a link that you found in your examination notice, some
or all parts of the exam that you will be taking contains one or more subtests that will be
administered through OPAC/TestGenius. A list of the subtests can be found in the
“Table of Contents” under the “Testing in OPAC” section.

Please Note: OPAC/ TestGenius tests are customizable by the test administrator so
some of the things referenced in this manual, e.g., number of questions, time limits,
number of attempts allowed, test documents, practice tests, etc. can vary or may not be
used by our Test Center. However, the explanation of measured skills, subtest
instructions, and screen views may help you gain a better understanding of what to
expect on test day.

An Employment Information Guide, a Supervisor's Manual, sample videos, and other
resources can be found on our website at
https://www.columbus.gov/civilservice/Guides-and-Resources/.



http://www.columbus.gov/civilservice
https://www.governmentjobs.com/careers/columbusoh
https://www.columbus.gov/civilservice/Guides-and-Resources/
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Overview

Using the Candidate Program

The Candidate Program portion of The OPAC System is comprised of this
manual, the Test Documents booklets, and the software screens.

The OPAC System is designed as a job-related, computerized method of
evaluating skills needed in today’s office. It consists of six test sections, plus
software selection options for testing on a variety of popular software
packages.

The test sections are:

1. Computer

2. Keyboarding
3. Clerical

4. Financial

5. Professional
6. Other

The Test Administrator will assign a single test or a series of tests.

Some of the tests require knowledge of specific software packages, such as
word processing, spreadsheet, or database programs.

Both this manual and The OPAC System screens will provide instructions
for taking each test. It is important that both sets of instructions are read prior
to starting a test. Some of the tests are timed. The time allotted will be
displayed. If you do not fully understand the instructions for a test, do not
hesitate to ask the Test Administrator for assistance.

This Program uses a mouse to sclect test options. If you are unfamiliar
with using a mouse, read the next section - Understanding and Using a
' Mouse. If you are familiar with using a mouse, skip to the Using This

Manual section.

The OPAC System - Candidate Manual Using the Candidate Program e 1



Understanding and Using a Mouse

Y

The Mouse is a device used to position the cursor on the computer’s
screen. It normally has two or three buttons on the top and a ball built
into the bottom. The cursor is positioned by moving the mouse across a
mouse-pad or smooth flat surface. When the mouse pointer is at the
desired screen location, the cursor is positioned by pressing (clicking) the
left mouse button once.

The Cursor is a flashing vertical line indicating the position of the next
typed character.

The Mouse Pointer is either an arrow pointing up and slanted to the left,
or a vertical bar flared at the top and bottom (I-beam).

The arrow is displayed to position the cursor when selecting a program
option or when the cursor is outside the text area of a word processing
document. The I-beam is displayed when the cursor position is inside the
text area of a word processing document.

Using the Mouse - Place your hand over the mouse so the index finger
rests on the left mouse button. While watching the mouse pointer on the
screen, move the mouse across a smooth flat surface until the mouse
pointer is at the desired screen location. To position the cursor, press and
release (click) the left mouse button once. Some programs may use a
double click of the left mouse button.

Accessing or activating a program option is done just like positioning the
cursor. Move the mouse pointer so it is located on top of the desired option
and click the left mouse button once.

Selecting a word or block of text within a document to delete, cut, or copy,
is done by positioning the cursor at the first character of the word or block of
text desired. Press the left mouse button and, while holding it down, drag
(move the mouse) the cursor across the text to be modified. The affected area
will be highlighted. When the desired action is activated, the highlighted text
will be modified. To deactivate a highlighted word or block of text, press the
up, down, left, or right arrow key on the keyboard.

2 o Understanding and Using a Mouse The OPAC System - Candidate Manual



Using this Manual
This manual provides:
1. A brief explanation of skills measured in each test.
2. Instructions on how to take each test.
3. Examples of screens encountered when taking each test.

The instructions and screen illustrations for each test are located on facing
pages. The pages will be similar to the illustration below.

Screen illustrations and |
instructions are on facing pages v v
for each test.

A

A brief explanation of the test’'s —p
purpose.

Notations and suggestions.

A

Test instructions.

Screen illustrations.

When taking a test:
1. Find the instructions for each test in the Table of Contents.
2. Turn to the appropriate pages for the test being taken.
3. Review the steps for taking the test.
4. Use the manual for reference while taking the test.
5. If the test requires a test document, be sure the version number on

the document matches the one specified in the instructions on your
monitor.

Note: Read both the instructions in this manual and the instructions on the screen
when starting a test.

The OPAC System - Candidate Manual Using this Manual ¢ 3
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Sign On

Candidate Registration

Candidate Registration is required to use The OPAC System. Registration
requires entering a U.S. Social Security Number or Canadian Social
Insurance Number, or a Custom ID, depending on how the system is
configured. A password may also be required.

E ‘Welcome ko the
DPAL System Candidate Program

Please sign on to begin this testing session,

Social Security Mumber: - -

E Welcome ko the Help |

OPAC System Candidate Program

You must first register to use The OPAC
System.

After entering your ID number, click the
left mouse button once on OK.

U.S. Sign On (SSN format)
Canadian Sign On (SIN format)

Please sign on ko begin this testing session,

Generic Sign On (4 to 9 digit, may he | EEXTIEN—

numbers or letters or a combination of E wielcome to the
bOth) OPAC System Candidate Program

Help |

Flease sign on ko begin this testing session.

Identification Mumber: I

Ok I Exit OPAC | Help |

If the Test Administrator has enabled
Password Protection, you must now enter Password
your password. If you do not know your Please enter your password.

password, contact the Test Administrator

now. Password: I

After entering your password, click on OK. ok | cancel |

The OPAC System - Candidate Manual SignOn ¢ 5



If you are signing on to the OPAC System for the first time, one of the
following registration screens will appear.

The system is configured to gather the demographic data required by the
testing agency.

If registration has been set up to obtain
your name only, the screen to the right will v p e | S| ez
be presented. e
. . . . Last: | irst: | MIL: I_
When the information is complete, click [
OK.
ok | ceneel | Hep |

If registration has been set up to collect
your name and address, the screen to the 1 et [
right will be presented. .

[~ MName
Fill in the information requested on this e Eret | - N
registration screen.

~Address
When the information is complete, click dcossim 1 |
OK Address Line 2: I

City: State: Zip Code: I
Proyince: Country:

Telephone: I E-Mail: I
[s]'4 I Cancel | Help |
If registration has been set up to gather Bigoa
biographic information, the screen to the i s et s ol Sl S s sl e s st
I"ight Wlll appear. Gender Primary Language ~Highest Education ————————
’7(‘ Male " Female [P English " Other ; Less than high school
kk . High school graduate
Comp letlng Gender ’ Age’ and ~hge————  WorkExperience———— | " GED certificate
Race/Ethnic Background is optional. ** € 19 and under © Currertly  studert: 7 Less than tma years of coliege
; 20029 ; Unemployed ((: ;WD'VEE" m\:lege
. . . . 30to39 Employed less than 1 year our-year college
When the information is complete, click 40049 FIE i e € Gracute degree
. . . . - - lowed hi
OK, or click SKip to skip this screen. 2 Eployed MEre AN S YESLS | i el ()

~Racial{Ethnic Background Shorthand Experience ™ Less than 40
¢~ wwhitefCaucasian  ves Mo " 40t 43

" Blackaftican Ametican " 50to59
£ HispanicjLatino £ E0tosa
€ AsianjPacific Iskandsr Machine Transcription Exper. © 0t
" Amer, Indian/Alaskan Native [r Yes Mo —| £ 80 ar more

Skip Help

Note: To move to the next field, press Enter or the Tab key; to move back a
field, press Shift and Tab, or position the mouse pointer in the field desired
and click once.
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Test Selection

AutoTest Mode

A preset list of test units will be presented on the screen, to be completed in
the order listed, unless you are required to select an AutoTest Code from a

drop down list.

You select the AutoText Code — 1f the AutoTest Code box appears, then

you need to select the AutoTest Code the Test Administrator specified.
Begin Test — Click to begin the first test unit.
Skip Test — Click to skip the test unit at the top of the list. You will not be

able to come back to this test.

End Testing Session — This will Stop this testing session immediately and

Follow these instructions:

If the AutoTest Code box appears,
select the code for the appropriate test
grouping.

Click on the down arrow on the right

side of the AutoTest Code field to show

the available AutoTest Codes. Click
on the AutoTest Code specified by the
Test Administrator.

Once the AutoTest Code is chosen, or
if the Test Administrator pre-selected

the code, the list of tests to be taken will

appear on the right side of the screen.

AutoT est Code

OPAC is in AutaTest mode. IF your kest administrator instructed
wou ta use a certain AutaTest code, please select it from the

list. If nat, the defaulk AutaTest code will be used.

AutoTest Code:

your test session will end. You will be returned to the Sign
On window.

Cancel

l-.@—g; = Tests may only be taken in the order listed. If a test is skipped, it may not
) be taken later in the current testing session.

Click Begin Test to start testing.

After each test unit is completed, you are returned to the main OPAC System screen to:
e Begin Test (start the next test unit)

o Skip Test (skip the test at the top of the list)

¢ End Testing Session (exits back to the Sign On window).

The OPAC System - Candidate Manual
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Standard Test Selection Mode

Standard Test Selection allows you to select the tests to be taken, in
whatever order desired.

After signing on, the test groups are presented on the left side of the screen,
and individual tests are listed on the right. If the Test Administrator provided
a list of tests to be taken, follow those instructions.

When a test group is clicked, the test
units within that group are presented on
the right side of the screen.

Select a test unit by clicking it once.

Click End Testing Session 7o exit
testing when finished with all tests to be
taken.

When the Sign On window appears, tell
the Test Administrator you have
completed testing.

| o

[ To begin, select a test from one of the menus below. ]

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

Windows

Windows P

Windows Vista

Editing/Formatting from & Rough Draft
Advanced Editing/Formatting from a Rough Draft
Spreacdsheet

Basic Excel

Basic Word

Intermediate Excel

Intermediate Word

PowerPoint

Database

-

End Testing Session

8 o Test Selection
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Software Selection

Selecting Software - External Applications

Some tests use software that is not included in OPAC, such as Microsoft
Office software. Normally, such software will be pre—set by the test
administrator.

If you are instructed to select a specific software application for a test, then
use the Software item on the Options menu to select specific software
programs necessary for certain tests. Word processing, database, and
spreadsheet tests use popular software titles. The OPAC System will
display the screen shown below for software selection.

=

The Select Applications screen has list . Applications X
boxes for the three software types: word
processing, spreadsheet, and database.

“Word Processor; |MS Word ZDDDIXPIZDDS,l'zDD'j

Step 1.

Spreadsheet: |z Frcel zon0ywp 20032007 ~ |

Click on the down arrow to the right of
the list box to see the available software
titles.

Step 2 oK | Cancel Help

Drag the highlight bar to the software
title desired using the mouse.

Database: M5 Access 2000/%P

Step 3.

After selections have been made, click the
left mouse button once on the OK button.

The OPAC System - Candidate Manual Software Selection ¢ 9
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Help in OPAC

OPAC System Help

Help is available at all times through the standard Windows Help System.

The OPAC System provides both standard Windows help and context-
sensitive help.

1. To access OPAC System help, click on the Help menu at the top of
the screen. Then choose the option desired.

2. Pressing F1 provides direct access to Help for the screen on which
you are located.

Help is pl’OVided USii’lg standard Windows | Help Topics: OPAC System Candidate Program E]EJ
help. The screen to the right illustrates the

Contents | index | Find |
help menu.

Click a book.. and then click Open. Or click another tab. such as Index.

To access Help within most areas, press the
Q Computer Test Group

F1 key on the keyboard, or click on Help at @ eyhoadingData Entry Test Graup
Q Cletical Skills Test Group
the tOp Ofthe screen. Some teStS have no 0 Financial Records Keeping and Management Test Group

hel}) availab[e, @ L eoaiMedical Professional Test Group
0 Cther Test Group

When the help screen appears, click the left
mouse button once on the topic desired.

Refer to a Microsoft Windows manual for
detailed information about help for

WlndOWS. Open FPrint... Cancel
[ Note: For information on Windows help, refer to the Windows user manual. ]

The OPAC System - Candidate Manual Help in OPAC o 11
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Testing In OPAC

Test Overview

The OPAC System tests are sorted by test group:

e  Computer

e Keyboarding
e Clerical

e Financial

e  Professional

e  Other

If Standard Test Selection is implemented, clicking the mouse on the test
group title on the left side of the screen will list the tests within that test group
on the right side of the screen. Click on the name of the desired test to begin
the testing process.

If AutoTest is implemented, then the tests to be taken will be listed on the
screen in the order to be taken. Simply click Begin Test to start the testing
process. If an AutoTest Code has not already been selected by the Test
Administrator, then you will need to select one from the list provided. For
more details on AutoTest, see AutoTest on page 7.

Each group of tests in this manual is preceded by a title page for the test
group with a brief explanation of test content. Each test unit in this manual
includes two pages of text and screen shots that explain how to take the test,
and what to expect on the computer screen.

Finding a Test in This Manual
The footer on each test page in this manual shows the Test name on the
outside edge of the page, and the Test Group name on the inside edge.

Test Instructions

Follow the test instructions closely, both in this manual and on the computer
screen, to ensure proper completion of the tests and attainment of the
maximum score. You will be provided with Test Documents booklets if they
are required for any of the tests you are assigned.

OPAC System Tests
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Time Limits

A time limit may be implemented on some of the tests. If this is the case, a
“time box” will appear on the screen prior to the test to announce the amount
of time allowed. During the test, either a box will appear that displays the
time remaining, or the time remaining will be displayed in the lower right—
had corner of the test screen.

Practice Tests

A “practice test” may be implemented on some tests prior to the “live” test.
If this is the case, a box will appear prior to the practice test announcing that
it is a practice, at which point you may elect to take the practice test, or cancel
it and proceed directly to the live test. If a time limit is imposed on the
practice test, the time allowed will be announced in the screen prior to
beginning the practice test.
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Computer Tests

The Computer Tests group includes seven test units. Tests are selected by
clicking the left mouse button on the desired test group on the left, then
clicking on the desired test on the right side of the screen. An instruction
screen will be presented prior to each test.

Windows® measures the ability to
navigate and customize the most
popular Microsoft operating systems
(page 16).

Windows XP measures the ability to
navigate and customize the Windows
XP operating system (page 18).

Windows Vista measures the ability to
navigate and customize the Windows
Vista operating system (page 20).

Editing/Formatting from Rough Draft
measures skills using functions of
specific word processing programs
(page 22).

Advanced Editing/Formatting from
Rough Draft measures advanced word
processing skills required to modify a
draft document (page 24).

Spreadsheet measures skills in
modifying and maintaining a
spreadsheet in the selected spreadsheet
program (page 26).

Basic Excel measures basic-level skills
in modifying and maintaining Microsoft
Excel spreadsheets (page 28).

Basic Word measures basic-level skills
in modifying and maintaining Microsoft
Word documents (page 28).

Intermediate Excel measures
intermediate-level skills in modifying
and maintaining Microsoft Excel
spreadsheets (page 32).

Intermediate Word measures
intermediate-level skills in modifying
and maintaining Microsoft Word
documents (page 28).

—

O FICIENCY.

[ To begin, select a test from ane of the menus below. ]

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

Windows

Windows XP

Windows Vista

EditingfFormatting from a Rough Draft
Advanced Editing/Formatting from a Rough Draft
Spreadshest

Basic Excel
Basic Word
Intermediate Excel
Intermediate VWord
PowerPoint

Database

-

End Testing Session

==

PowerPoint measures core-level skills in
modifying and maintaining a PowerPoint
presentation using functions of Microsoft
PowerPoint 2000 and higher (page 36).

Database measures skills in modifying
and maintaining a database in the
selected database program (page 38).

Outlook 2003 measures skills in
managing email, contacts, and
appointments in Outlook (page 40).

QuickBooks measures knowledge and
skills using the QuickBooks accounting
software (page 42).

Note: Test titles that are grayed out on
your screen are not functional.
Either the test is not available, or
you have taken this test already and
retakes are not allowed.

OPAC System Tests
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Windows

Windows® measures the ability to h%

navigate and customize the most
popular Microsoft operating systems.

This test requires a diskette for
completion of several tasks. If one
has not been provided, see the Test
Administrator now.

** All test instructions for this test
will appear on the computer screen,
so this manual is not needed for this
test. **

[ To begin, select a test from ane of the menus below. ]

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

Windows

Windows XP

Windows Vista

Editing/Formatting from a Rough Draft
Advanced Editing/Formatting from a Rough Draft
Spreadsheet

Basic Excel

Basic Word

Intermediate Excel

Intermediate VWord

PowierPoint

Database

-

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions on the screen
before beginning the test.

Click Continue to display the Windows
test window.

Instiuctions - Windows

To begin, click the
This instruction win
around on your mgnitor

Good luck!

'You are about to start the "Windows OZ" test

ext" buttpges i iond as are presented
rﬁ by B wi o you can move it
ke

16 o Windows
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Step 2.

The Windows test window presents a
series of instructions on tasks to be
performed.

The test window will remain visible
throughout the test, but may be dragged
about the screen to maintain visibility of
other windows.

As with all operating system tasks,
accuracy is of the utmost importance, and
can dramatically affect your score.

Step 3.

When each task is completed, click on the
Next button to advance to the next task.

Step 4.

The Exit button ( X ) will end the test and
return to The OPAC System main menu.
Only items completed will be scored.

DPALC System - Windows Test - Yersion 2

1. Dpen Windows Motepad (found under Start, Programs,
ACCessares).

2. In the Motepagfy
My name is {ente
3. Save the file
WSTestWOSTest Folder 2.
4. Close MNotepad.

dowe, type "This file belfngs to OPALC.
. Mp &

Computer Tests
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Windows XP

Windows XP measures the ability to
navigate and customize the Windows
XP operating system.

Unless instructed otherwise, this is
not a timed test.

** All test instructions for this test
will appear on the computer screen,
so this manual is not needed for this
test. **

===

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

[ Tobegin, select a test from one of the menus below. |

Windows

Windows XP

Windows Vista

Editing/Formatting from a Rough Draft
Advanced Editing/Formatting from a Rough Draft
Spreadsheet

Basic Excel

Basic Word

Intermediate Excel

Intermediate Word

PowerPaint

Database

-

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Read the instructions on the screen before
beginning the test.

Click Continue to display the Windows
test window.

Instructions - Windows XP

Windéws XP

This test is designed to measure your ability to use the Microsoft
indows XP operating system. Instructions about the tasks you are to

ox that will be located

nwise instructed,

Smg wirtually all

~

perform during th il appear inamessage

at the bottom pafion of th c UnI 55
ou may perform

appropriate m

However, since this is @ simulation, there 8re several limitations. For
example, when responding to the test items you many not Use mouse-
clickikeyboard commands (clicking the mouse while a key on keyboard is
held dowin), scrolling, or three-key combinations {such as Ctrl-Alt-Delete;
o respand ta test items. It should be noted that the questions in this test
have been specifically designed so that you should not need to use any of
these approaches to respond to the test questions

If you attempt an action that is not part of performing the requested task, a
rmacsana will annear advicina that van have made an incarract attarmnt

v
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Test Screen:

This test uses a “split screen.” The upper
window contains a Windows XP desktop
view.

The question bar ate the bottom of the
screen shows the current test item and
task to be performed. This test has 25
items.

3 Attempts per test item — Each click of
the mouse counts as an attempt. If three
incorrect attempts are made to complete
the assigned task, you will be moved
automatically to the next test item.

Create a new folder on the Desktop and name it "Applications”.

Previous and Next buttons — These
buttons on the right end of the question
bar can be used to scroll to another test
item that has not been completed. Test
items that have been completed cannot
be viewed again.

You can skip a test item by using the
Next button, then return to the item
later in the test.

Your response(s) for each test item is/are
automatically scored when you finish
that item and click Next. Any changes
to an item made after you have gone on
to the next item will not count towards
your final score.

Test Complete:

When you are done with all 25 test items,

the test will automatically exit and you
will be returned to The OPAC System.
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Windows Vista

Windows Vista measures the ability
to navigate and customize the
Windows Vista operating system.

[ To begin, select a test from ane of the menus below. ]

COMPUTER Windows
. . .. KEYBOARDING Windows XP
Unless. instructed otherwise, this is CLERICAL Windowe vits
nota tlmed test. FINANCIAL Editing/Formatting from a Rough Draft
PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
All test instructions for this test OTHER Sreadshont
will appear on the computer screen, Basic Excel
so this manual is not needed for this Basic Word
test. %% Intermediate Excel
Intermediate VWord
PowierPoint
Database

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions screen

Instructions - Windows Vista

Read the instructions on the screen Windows Vista =
before beginning the test.

IThis testis desig 0 measure your ability to uge the Microsoft

T C abfut the fasks you are to
o] e o il be located

LIS S nifs: 15e instructed,
a(Ueste tesl iters Using virtually all

However, since this is a simulation, there are several limitations. For
example, when responding to the test items you many nat use maousse-
clickikeyboard commands {clicking the mouse while a key on keyboard is
held dowin), scrolling, or three-key combinations (such as Ctrl-Alt-Delete)
lto respond to test items. It should be noted that the questions in this test
have been specifically designed so that you should not need ta use any of
these approaches to respond to the test questions

Click Continue to display the Windows | perform duringt

test window. U may perfor
appropriate methods.

If wou attempt an action that is not part of performing the requested task, a
rmaceans will annesr ackdcin that unn have macds aninearract attemnt LI
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Test Screen:

This test uses a “split screen.” The upper
window contains a Windows XP desktop
vi ew. You have 2 atenps et

The question bar ate the bottom of the
screen shows the current test item and
task to be performed. This test has 25
items.

3 Attempts per test item — Each click of
the mouse counts as an attempt. If three
incorrect attempts are made to complete
the assigned task, you will be moved
automatically to the next test item.

Previous and Next buttons — These
buttons on the right end of the question
bar can be used to scroll to another test
item that has not been completed. Test
items that have been completed cannot
be viewed again.

You can skip a test item by using the
Next button, then return to the item
later in the test.

Your response(s) for each test item is/are
automatically scored when you finish
that item and click Next. Any changes
to an item made after you have gone on
to the next item will not count towards
your final score.

Test Complete:

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to The OPAC System.
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Editing/Formatting from Rough Draft

Editing/Formatting from Rough
Draft measures word processing skills

[ Tobegin, select a test from one of the menus below. |

in specific applications. COMPUTER Windows
KEYBOARDING Windows XP
The Test Documents — Keyboarding CLERICAL Windows Vista
& Word Processin}z booklet CO”ltaii’lS FINANCIAL Editing/Formatting from a Rough Draft
a document Wllh handwritten changes E:EEESSIONAL gdvanced Editing/Formatting from a Rough Draft
preadshest
and a list of test instructions. Basic Excel
Unless instructed otherwise, this is Basic Word
not a tlmed test. Intermediate Excel
Intermediate Word
PowerPaint
Database

End Testing Session

Note: A word processing software title must be selected before this unit can be
taken. If one has not been selected, the software selection screen will be
displayed. To use a different word processing software, click on Options in
the upper left corner of the screen, then select Software.

G J
i N\
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
\_ J

fou are about to start the "Editing and Formatting from Rough Draft” test. You will format
and edit & docurment that is in rough-draft form. The changes you will make are rarked on

’ ithe docurnent provided by your Test Administrator. f you have not been provided with a
TeSt InStruCtlons document to edi e your Test Administrator now. I:) NOT rnake any changes that are

appropriate Sord processing functions of your
Step 1. hword process clan
33
Read the instructions on your monitor
before starting this test.

The test document required for this test is
provided in the Test Documents —
Keyboarding & Word Processing booklet.

To continue, click the left mouse button
once on Continue.

Important! Use the test document version number matching the one at the
end of the instructions on your monitor.
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Step 2.

Tf WB02WD8 - Miciosolt Word [} ﬂ
)

Edit the document presented in the word e P i o o s i U
. . DEHaaRy| 2eds - ePOR=8B1 o 0.
processing program using the rough draft Formd— B[cowerves B> B]ERRERG 00 A-.

in the Test Documents - Keyboarding & et R
Word Processing booklet.
.

LI

enployees with alternative schedules. The ten-psge report was submitted on Novenber 6.

re, core core hours were considered.
o

urs on any given day. Howsver,
1 they will not be present in

NOTE: Word may open in the view
mode “Normal”, “Reading Layout”, or
“Draft View”. You must change the The caplosee e the option of working che required $7 boure per seck et any vave bevicen

view to Print Layout, use the View e

menu of Flextime Scheduling. Some exist from using flextime scheduling:

=

Flextime Scheduling Option

1.  Enployees like the flexibility of choosing hours, snd employee morale improves.

Use Test Version 1 lfthe document on 2 fsmenceis cends to he loter When spioyees WAV B QDN ST oM i lstar in
your monitor begins: > of Tlextine schesuting. 3 msber of dissivanages siss sxist.  soum

disadvantages are:

1. Customer needs are sometimes difficult to meet when employees vary their hours.

“The Office Commiittee...” | EREEN

Page 1 Sec | 12 [ [T Col 1 | =2l =l e 3

ILI:I&ILP_

Use Test Version 2 if the document on
your monitor begins:

”

The Administrative Force... A rough draft similar to the illustration below is

Functions to be tested are: provided in the Test Documents booklet. Use the
Bold appropriate word processing methods to edit the
Center document displayed on the screen according to the
Copy handwritten instructions on the rough draft provided.
Delete
Hard Page Break
Hard Return
Indent

[nsert Editing/Formarting from Rough Draft - Version 1
Move ToInogRTd LNeSpALE  Cenred T, bouo , ALl CAS

D 13
Print [ ELeerromic Puplismi LTERNAT ES]

Spell-check
Underline

ktop

3 U EHL\M
I/Sew"g_ desktop publtshing syatems wers anfil

termine if TS

met the needs of Technical Communicat| (
Step 3. R e o aae ;:Pg ew
advantages and disadvantages of dcmup publishing ayscens it
F page comp on softuare
Spell-check the document. AEoOCTmety CC T
deterni ew the printed page will look nput Erom

ng packages and adds the formatting characteristics

Print one COpy Ofthe dOCument. that (e not available in vard processing softwaze.

Components of & Deaktop Publishing System. The computer must be
Mave powertul to handle the tasks required in deskiop publishing. The

Save the document. Do not rename it. W | S T R e e BRI

isplay, snd WYSINYG, "Mnst Yeu Ses Ta What ¥ou Get.”

%) H ublishing System. some advantages exist

Close the document. Trom taing deskeep pubLisning:

1 Desktop publishing offers greater copy compacticn than ward
S 4 Droceseing; thereby, eaving epace and reducing costs
P < 2. The quality of copy produced is significantly better than

that of word processing
Exit the word processing program. You S 4 ot . o
will be returned to The OPAC System

main test selection screen.

1. [Gmat: deskeop publ ystens cannot handle high volunes
of bopy needed in a production envircoment.

2. |The operator needs a significant amount of training in system
opefation apd design elements

INDENT

copng & Ao, I kit ol ol | SO0
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Advanced Editing/Formatting from Rough Draft

Advanced Editing/Formatting from

Rough Draft measures advanced %
word processing skills required to -
modify a draft document.

[ To begin, select a test from ane of the menus below. ]

COMPUTER Windows

The Test Documents - Keyboarding KEYBOARDING Windows XP
& Word Processing booklet CLERICAL Windows Vista
contains a draﬁ document Wllh FINANCIAL Editing/Formatting from a Rough Draft
edits, handwritten changes, and a PROFESSIONAL Advanced Editing/Formatting from a Rough Draft

. . . OTHER Spreadsheet
list of instructions. Basic Excel

Basic Word

Unless instructed otherwise, this is
not a timed test.

Intermediate Excel
Intermediate VWord
PowierPoint

Database

-

End Testing Session

[

Note: A word processing software title must be selected before this unit can be
taken. If one has not been selected, the software selection screen will be
displayed. To use a different word processing software, click on Options in
the upper left corner of the screen, then select Software.

- J

( N\
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

You are about to begin the "Advanced Editing and Farmatting fram Rough Draft” test. You
will format and edit 2 document that has been keyed in a rough-draft form. The changes
Step 1_ you will make are marked on the document provided by your Test Administrator. If you
have not been provided with a document to edit, see your Test Administrator now. DO
NOT rmake any changes that are not indicated on the document. Use the appropriate waord

Read the instructions present@d on yOu}” processing functions of your word processing software to make the handwritten changes
monitor before starting the test.

The test documents required for this test
are provided in the Test Documents -
Keyboarding & Word Processing booklet.
To continue, click the left mouse on
Continue.
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Step 2.

Edit the document presented in the word
processing program on the screen
according to the format guide in the Test
Documents-Keyboarding & Word
Processing booklet and the handwritten
changes on the test document.

% e product ion
ith the AXiP printer

NOTE: Word may open in Reading
Layout or Normal layout. To change
the view to Print Layout, use the View
menu.

Functions tested are:

Decimal Tab %MJ o
. B il [ = sl | s s

Double Underline

Global Search/Replace Format instructions are provided in the

Left Tab Test Documents - Keyboarding & Word

Hard Page Break Processing booklet.

Headers/Footers

Pagination The draft document is provided in the

Print Test Documents - Keyboarding &

Right Tab Word Processing booklet.

SearCh/Replace the table (c 3.26) the following guidelines:

Spell-check o

o C.  Single sy pﬁttmtbodjoflhemblt
Superscript [t St
Subscript , ;o frr R
‘ ra;m Meryl rch from fir lumn.
Step 3. "4 4 Yt 9
Spell-check the document. SYSTEm  REcomme NOED s e B
. P A S
Print one copy of the document. If any o Al S ¢ pnaemermartdm:
error messages appear during printing, Dosklr frsishup Sysrem Q1 o
- et e e e g
contact the Test Administrator. é}‘m [ e ot Voot o e s e
7. Return to page 3.24 (Step 5) to complete the test.

Save the file without renaming it. p
Close the document.

Draft
Exit the word processing program. You

will be returned to The OPAC System.
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Spreadsheet

Spreadsheet measures spreadsheet
maintenance skills.

Unless instructed otherwise, this is
not a timed test.

[ To begin, select a test from ane of the menus below. ]

COMPUTER Windows
KEYBOARDING Windows P
CLERICAL Windows Vista
FINANCIAL Editing/Formatting from a Rough Draft
PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
OTHER Spreadsheet

Basic Excel

Basic Word

Intermediate Excel
Intermediate VWord
PowierPoint
Database

-

End Testing Session

4 Note: A spreadsheet title must be selected before this unit can be taken. If a h
spreadsheet title has not been selected, the software selection screen will
be displayed. To use a different spreadsheet software, click on Options
in the upper left corner of the screen, then select Software.

\- J

4 )

The illustrations below are examples of screens encountered when starting the test.

The text in these illustrations may not match the text in your test.

. J

Test Instructions ! Instructions - Spreadsheet =]

Step 1.

Read the instructions presented on your
monitor before starting.

Files are opened from, and saved to, the
OPAC Testing Directory listed at the end
of the instructions on your monitor. Write
down this path.

Step 2.

To continue, click the left mouse button
on Continue. The spreadsheet program
will be started automatically.

You are about to start the "Spreadsheet” test. Make a note of the OPAC testing

folder/directory shown at the end of these instructions. All of your work must be saved in

this folder/directory. When the spreadsheet program screen is presented, retrieve the

worksheet OPACWS located in the OPAC 1est|ld|reclury. Your Test Administrator will
t

provide a | instructions for this test.
During this tesf m:;mo ﬂ f@:
1
Insert a category.

Key in a formula

Change a label

Insert a systerm date

Save the modified file

[ L SN N

OPAC testing directory. CAOPAC for Windows)
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Step 3.
Retrieve the worksheet:
For Excel - OPACWS.XLS
For Lotus - OPACWS.WK3
Step 4.

Change the amount of Cash Sales
for December to $67,300.

Step 5.

Insert a category called Dividends
below Collections of Accounts
Receivable in the section Estimated
Cash Receipts. Align the heading
with the word Collections. Enter the
amount of $2,000 for each month,
formatting the cell appropriately.

Step 6.

Insert a formula to total Estimated
Cash Disbursements for December.

Step 7.

Change the amount of Capital
Expenditures for November to
$35,000.

Step 8.

Change the label of Operating
Expenses 7o Fixed Expenses.

Step 9.

Change the amount of Cash Balance
at Beginning of Month for October
to $380,000.

Step 10.

Insert a category called Marketing
Expense in the Estimated Cash
Disbursements section under
Capital Expenditures.

E3 Microsoft Excel - Book1 . = |

Fle Edt Vew Insert Fomat Toos Data Window Help (& x|

DEHaE8RY s BB - a> &l@E 2 o -[Bru[s==2
Al =] =

A N (o] N F F 1 H | I | 1 < U

1 -

Lookin: | 1 OPAC For Windows ¥ & @@ X i ook~
e

BN

5 [Ee- [
S Fles of tupe: [A icrosoft Excel Files (*x1%; *s; * s * htm; *. il 7] cancel |
[4[» [pil\Sheett { Shectz { Sheeta /- sl ]
Reaty LI S | o
Step 11.

In the new Marketing Expense
fields, insert a formula for each
month that creates an amount equal
to 10% of the Cash Sales for that
month. Format appropriately.

Step12.

Insert a date formula in Cell A40 to
display the system date.

Step 13.
Print out a copy of the spreadsheet.
Step 14.

Save as a new file, in the specified
directory, using the file name:

For Lotus - REVBUD.WK3
For Excel - REVBUD.XLS
Step 15.

EXxit the spreadsheet program. You
will be returned to The OPAC
System.
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Basic Excel

| &=

[ To begin, select a test from ane of the menus below. ]

Basic Excel (97 and higher)

measures spreadsheet editing and COMPUTER \indows
modlfl\can.on Skllls KEYBOARDING Windows P
: CLERICAL Windows Vista
Unless instructed otherWise, thlS iS FINANCIAL Editing/Formatting from a Rough Draft
. d test PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
not a time est. OTHER Spreadsheet
Basic Excel
Basic Word
** All test instructions for this test Intermediate Excel
. Intermediate VWord
will appear on the computer screen, S
so this manual is not needed for Database
this test. ** -

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Instructions - Basic Excel

'You are about to start the Basic Excel test. During this test you will format and edit an
Step 1_ Excel workshest that will appear in the upper portion of the computer screen. The
instructions indicating the changes you are to make will appear in the bottom portion of the
screen. Use the appropriste functions of Excel to make the changes indicated. DO NOT

Read the instructions presented on your make any changes that are not indicated. After you have made ALL of the changes
b indicated, click on the Next button to go to the next test item (guestion). A new set of
monitor efore Startlng instructions WI| en be displayed for the next itemg Click on the Done button when you
inish the |a: Yuu must accurately address pans of each test question in order to
The test spreadsheet will automatically feceive cre
open when you start the test. Some itel s.f nt for the instruction
window, be certaln to scmll down to buttnm ufthe instruction window to view

all the instructions for that item.

Step 2.
Once you have clicked on the Next button, you CAMMOT go back to the previous item,
and any changes you make for previous items will be ignared

To continue, click the left mouse button
. Your Test Administratar may have set a time limit for the test. f there is a time limit, you
on Contlnue~ The Excelprog”am used ill be told how much time you have. You will also notice a countdown timer next to the

during this test will start automatically. pnstructions showing the time remaining
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Step 3.

8 z-0l @ Pixe

% | @ B g Y9 Repy with Changos... End evie

This test uses a “split screen.” The upper
window contains an Excel worksheet on e ———
which you will make modifications. The : ot

lower window contains the test items B —

containing the instructions you should
follow during this test. This test has 25 0
items.

Fixed Assets:
Veicles 7948
Less: Accumulated Depreciation ___ 5832 72118

Your response(s) for each test item is/are
automatically scored when you finish that
item. Any changes regarding an item that
you make after you have gone on to the
next item will not count towards your final
score.

Fumiture and Fixtures 29U
Less: Accumulated Depreciation ___ 3209 2075

S

Equipment 75,194
Less: Acoumulated Depreciation __ 29,700 45494

Buidings 187,427
Lese: Accumulated Depreciation 55,878 131549

ey e 14 r]

:’E‘:

15

Step 4.

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to The OPAC System.
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Basic Word

Basic Word (97 and higher) h

measures WOI’d edltlng and [ To begin, select a test from one of the menus below. ]
modification skills.

COMPUTER Windows
Unless instructed otherwise, this is HEYBOARDING | Windows X
. CLERICAL Windows Vista
nota tlmed test. FINANCIAL Editing/Formatting from a Rough Draft
PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
OTHER Spreadsheet
Basic Excel
Basic Word

Intermediate Excel
Intermediate Word
PowerPoint

Database

-

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instructi - Intermediate Word

Test Instructions

ou are about to start the Intermediate Word test. During this test you will farmat and
edit 2 Waord document that will appear in the upper portion of the computer screen. The
Step 1. instructions indicating the changes you are to make will appear in the bottom portion of the

screen. Use the appropriate functions of Word to make the changes indicated. DO NOT
make any changes that are not indicated. After you have made ALL of the changes

Read the instructions presented on your indicated on the Next button to go to thefext test iterm (question). A new set of
. . instructi@s will thepbe digpl be next ibm ick on the Done button when you
monitor before startmg. inish th \ DR hencikneg & test. You must accurately
addresg all p st fle ﬁ er e credit for that question.
The test document WIII automatlcally Some items have long instructions{ If a scrollbar is present for the instruction
. window, be certain to scroll down to the bottom of the instruction window to view
Open When you start thls test. all the instructions for that item.
Step 2 Once you have clicked on the Next button, you CANMOT go back to the previous item,
° and any changes you make for previous items will be ignared.
1 1 Y our Test Administrator may hawe set a time limit for the test. If there is a time limit, you
To continue, click the left mouse button y y
. ill be told how much time you have. You will also notice a countdown timer next to the
on Continue. The WOVdprOgram used instructions showing the time remaining

during this test will start automatically.
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Step 3.

This test uses a “split screen.” The upper
window contains a Word document in
which you will make modifications. The
lower window shows the test items and
contains the instructions to follow during
this test. This test has 25 items.

Your response(s) for each test item is/are
automatically scored when you finish that
item and click Next. Any changes to an
item made after you have gone on to the
next item will not count towards your final
score.

** Items must be answered in the order
given. You cannot go back to previous
test items later. **

Step 4.

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to The OPAC System.

[T WoRDO101.doc - Microsot word
e Edt Yew Imet Famat Io
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Intermediate Excel

This test measures spreadsheet
editing and modification skills in
Excel (version 97 and higher).

Unless instructed otherwise, this is
not a timed test.

[ To begin, select a test from ane of the menus below. ]

COMPUTER Windows
KEYBOARDING Windows P
CLERICAL Windows Vista
FINANCIAL Editing/Formatting from a Rough Draft
PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
OTHER Spreadsheet

Basic Excel

Basic Word

Intermediate Excel
Intermediate VWord
PowierPoint

Database

-

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions presented on your
monitor before starting.

The test document will automatically
open when you start this test.

Step 2.

To continue, click the left mouse button
on Continue. The Excel program used
during this test will start automatically.

fou are about to start the Intermediate Excel test. Dunng this test you will format and
edit an Excel worksheet that will appear in the upper portion of the computer screen. The
instructions indicating the changes you are to make will appear in the bottom portion of the
screen. Use the appropriate functions of the Excel program to make the changes
indicated, DO MOT make any changes that are not indicated, After you have made ALL of
the changes indicated, click an the Next button to go to the next test item (guestion). A
new set of instructions will then be displayed Ihe next item. Click on the Done button
b

rhen y the last item

Some items o @ ciibncl If I &t ent for the instruction window, be
certaint IRund 1 bdlto [ trgeti 0w 1o view all the instructions for
that item.

Once you have clicked on the Next button, you CANNOT go back to the previous item,
[and any changes you make for previous items will be discarded

four Test Administrator may have set a time limit for the test. f there is a time limit, you
il be told how much time you have. You will also notice a countdown timer next to the
instructions showing the time remaining.

Good luck!
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Step 3.

This test uses a “split screen.” The upper
window contains a Word document in
which you will make modifications. The
lower window shows the test items and
contains the instructions to follow during
this test. This test has 25 items.

Your response(s) for each test item is/are
automatically scored when you finish that
item and click Next. Any changes to an
item made after you have gone on to the
next item will not count towards your final
score.

** Items must be answered in the order
given. You cannot go back to previous
test items later. **

Step 4.

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to The OPAC System.

ETMicrosoft Excel - XisTest ppt. TR
] 6le Edt View Insert Fomet Toos Data Window Heln -151 %]
[l
| arel cedpruEEEE s %, A FEEL-0-A T L]0 -
| =] Cash Increse (Decrease)
A T B | c D E

MUSTARD MANUFACTURING, INC.
CASHBUDGET
For Three Months Beginning January First

January February

$23,000
179,250
35950

March

$53,570
245,350
45,670

14 Total Cash Elr!in!g

4147k [¥\Beginning 5w.=9d5h==l
oo Iy & aposhmss- N NOOE 4| &-2-A
Ready I

Estimat, From:
L]
10 | Cash Sal
11 | Credit Zard S
12 |Other saligp of @s

UM [ERE

1l

Fii _I Change the justification of the words January, February, and March to left
Justified,
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Intermediate Word

|

This test measures document editing
and modification skills in Word
(version 97 and higher).

Unless instructed otherwise, this is
not a timed test.

[ To begin, select a test from ane of the menus below. ]

COMPUTER Windows
KEYBOARDING Windows P
CLERICAL Windows Vista
FINANCIAL Editing/Formatting from a Rough Draft
PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
OTHER Spreadsheet

Basic Excel

Basic Word

Intermediate Excel
Intermediate VWord
PowierPoint
Database

-

End Testing Session

4 )
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
. J
4 )
All test instructions and test items for this test are displayed on the computer
screen.
. J
Test Instructions Instructions - Intermediate Word
ou are about to start the Intermediate Word test. During this test you will format and
St 1 edit 2 Waord document that will appear in the upper portion of the computer screen. The
ep M instructions indicating the changes you are to make will appear in the bottorm portion of the

Read the instructions presented on your
monitor before starting.

The test document will automatically
open when you start this test.

Step 2.

To continue, click the left mouse button
on Continue. The Word program used
during this test will start automatically.

screen. Use the appropriate functions of YWord tg make the changes indicated. DO NOT
ges that are not indicated. Afteflyou hawve made ALL of the changes

i he e itern (question). A new set of
Bt | on the Done button when you
i e test. You must accurately
n order to recere credit for that question

instructions
inish t

Some items have long instructions. If a scrollbar is present for the instruction
window, be certain to scroll down to the bottom of the instruction window to view
all the instructions for that item.

(Once you have clicked on the Next button, you CANNOT go back to the previous item,
and any changes you make for previous items will be ignored

' our Test Administrator may have set a time limit for the test. f there is a time limit, you
ill be told how rruch time you have. You will also notice a countdown timer next to the
instructions showing the time remaining.

34 o Intermediate Word
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Step 3.

TR
. . Ble Edt Yew Insert Fomat Tools Table Window Help Type a question for e+ x|
This test uses a “split screen.” The upper DEEGISAITE AR89 OB ST o @ ue]

A BodyTet2 v TmeshewRomen « 12 v B 1 U = D-"’)-.A-!
o

window contains a Word document in g g
which you will make modifications. The I
lower window shows the test items and

contains the instructions to follow during : sz;“;[:;”s“q,m}s;f‘::mﬂf“ﬁiﬂgm?f
this test. This test has 25 items. D e oyt decin if cach o st he

needs of Comprehensive Cleaning Products. In deciding which was best, ease of use and
cost were primarily considered, as well as general a|Shntages and disadvantages

Your response(s) for each test item is/are . e — o
automatically scored when you finish that o

B

G 5[5 |-3onoes S B B2 © ©

iza ormance. The sole
information to

item and click Next. Any changes to an R ——
A - ¢ V¥ the thousands of individual sales that would
item made after you have gone on to the : e o s

sales that composed the summary sales value.

next item will not count towards your final a ) . [

1 ot Rk oq OR DX

score. Ams ’W
** Items must be answered in the order

given. You cannot go back to previous
test items later. **

Step 4.

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to The OPAC System.

Computer Tests Intermediate Word e 35



PowerPoint

This test measures presentation
editing and modification skills in
PowerPoint (2000 and higher) .

Unless instructed otherwise, this is
not a timed test.

£ PROFICIENCY
VENT & CERMFCAIOH

[ To begin, select a test from ane of the menus below. ]

COMPUTER Windows
KEYBOARDING Windows P
CLERICAL Windows Vista
FINANCIAL Editing/Formatting from a Rough Draft
PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
OTHER Spreadsheet

Basic Excel

Basic Word

Intermediate Excel
Intermediate VWord
PowierPoint

Database

-

End Testing Session

( )
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
. J
( )
All test instructions and test items for this test are displayed on the computer
screen.

. J
Test Instructions
StEP 1 You are about 1o stan the PowerPoint test. During this 1est you will format and edit a =]

Read the instructions presented on your
monitor before starting.

The test document will automatically
open when you start this test.

Step 2.

To continue, click the left mouse button
on Continue. The PowerPoint program
used during this test will start
automatically.

PowerPoint presentation that will appear in the upper portion of the computer screen.
[The instructions indicating the changes you are to make will appear in the battorm

portion of the n. Use the appropriate functionsbf the PowerPoint program to make
the changeg@indicated. DO NQT make angpchangefthat not indicated. After you
have madeSm. n e @utlon to go to the next test
itern (question). g el offstWctifns nihe ayed for the next item.

Click on th b ¥ you finBh st Wem

Some iteme have long instructions, If a scrollbar is present for the instruction window,
be certain to scroll down to the bottom of the instruction window to view all the
instructions for that item

(Once you have clicked on the Mext button, you CANNOT go back to the previous item,
and any changes you make for previous items will be discarded

four Test Administrator may have set a time limit for the test. If there is a time limit,
you will be told how much time you have. You will algo notice a countdown timer next to
the instructions showing the time remaining.

Goad luck! |
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Step 3.

This test uses a “split screen.” The upper
window contains a Word document in
which you will make modifications. The
lower window shows the test items and
contains the instructions to follow during
this test. This test has 25 items.

Your response(s) for each test item is/are
automatically scored when you finish that
item and click Next. Any changes to an
item made after you have gone on to the
next item will not count towards your final
score.

** Items must be answered in the order
given. You cannot go back to previous
test items later. **

Step 4.

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to The OPAC System.

2 B Making school sate for
averyone
« Improvements inchude
the addition of
telephone access for
Instructors in every
classroom

30 Regional services
+ ) rime to make change
« Our tax base &8
consistently decreasing
while the costs are
rising

I
S mgohes N W OB 4| &-L-A

| Times New Roman

-x-|BIU|ES

/ 'ddletjrn Sechools
& ' R

Annual Report

side 1 of 10

[ Sunny Days
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Database

==

Database measures skills common

in database maintenance. [ To begin, select atest from one of the menus below. ]
o . . COMPUTER Windows
In addltw.n .to instructions f.rom the KEYBOARDING i 5P
Test Administrator, the test involves CLERICAL Windows Vista
inserting, edltlng, Sorting, and FINANCIAL Editing/Formatting from a Rough Draft
deletl'ng data' PROFESSIONAL Advanced Editing/Formatting from a Rough Draft
OTHER Spreadsheet
Unless instructed otherwise, this is Basic Bxcel
Basic Word

not a timed test.

Intermediate Excel
Intermediate Word
PowerPoint

b Database

-

End Testing Session

. N
Note: A database program must be selected before this unit can be taken. If a
database title has not been selected, the software selection screen will be
displayed. To use a different database software, click on Options in the
upper left corner of the screen, then select Software.

o J
( N\
The instructions below and on the following page cover testing in Access, as
well as other databases such as dBase, FoxPro, or Paradox.

\_ J

TeSt InStrMCtions \ Instructions - Database

You are about to start the "Database” test. Make a note of the OPAC testing
Step 1. folder/directory shown at the end of these instructions. All of your work must be saved in
this folder/directory. YWhen the database program screen is presented, retrieve the table
OPACDB located in the OPAC testing directory. Your Test Administrator will provide
additional instructions for this test

LI & (i I & Wl
ct
Files are opened from, and saved to, the bﬂ ' ' ‘ p I e

2

, . . 3 ¥
OPAC Testing Directory listed at the end | Bl
of the instructions. Write down this path. 5

Print the records

Read the instructions presented on the
screen before starting the test.

Step 2 OPAC testing directory: CAOPAC for Windows)

To continue, click the left mouse button
on Continue. The database program will
start automatically.
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Step 3.

In Access, open the file
OPACDB.MDB.

In other databases, open the file
OPACDB.DBF.

Step 4.

Modify the table structure to
accommodate the two records below
(the field lengths may need to be
changed).

Dr. Richard Harris
5505 Robindell Drive
Houston, TX 77076

Mrs. Elizabeth Scarborough
3414 River Road
Irvine, CA 92714
Step 5.
Add the above two records.
Step 6.

Edit the first record by changing the
name to:

Mrs. Becky Dinkins
Step 7.
Delete the fifth and sixth records.
Step 8.

Sort the records in ascending order
by state and city.

In Access, save this filter/sort as the
query OPACDBI, replacing the
existing query.

In other databases, save the file as
OPACDBI1.DBF.

w el

ERa L R

wwwwwww

S ] )

Step 9.

In Access, close the table, then
open the query OPACDBI.

In other databases, close the file
OPACDB.DBF, then open the file
OPACDBI.DBF.

Step 10.

Edit the record for Mrs. Becky
Dinkins by changing the address to:

74 Sunrise Road

(If the record is not found, make the
change to the first record.)

Step 11.

In Access, print out a copy of the
records.

In other databases, print out a
copy of the file.

Step 12.

Exit Access or other database
system. You will be returned to The
OPAC System.

Computer Tests
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Outlook 2003

Outlook 2003 measures knowledge

[ To begin, select a test from ane of the menus below. ]

-

of general functions and specific COMPUTER 1Mindows Vista
. . .y . KEYBOARDING Editing/Formatting from a Rough Draft
skills in editing, storing, and
R N CLERICAL Advanced Editing/Formatting from a Rough Draft
handling emails, contacts, and FINANGIAL Sproadsheat
appointments PROFESSIONAL Basic Excel
OTHER Basic Word

Unless instructed otherwise, this is
not a timed test.

Intermediate Excel
Intermediate Woard
PowierPoint
Database

Outlook 2003
QuickBooks

-

End Testing Session

( )
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
. J
( )
All test instructions and test items for this test are displayed on the computer
screen.

. J
Test Instructions
Step 1. —

Read the instructions presented on your
monitor before starting.

The test document will automatically
open when you start this test.

Step 2.

To continue, click the left mouse button
on Continue. The Outlook 2003
program used during this test will start
automatically.

Microsoft Qutlook 2003 Test

ou are about to start the "Microsoft Outlock 2003" test. This test Is

desigry rmeasire vour ability to usefhe Microsoft Outook 2003
Progr St 5 perform during the
test will ap| S | ated at the bottom
porti terfscn es{ ol e instructed, you may

perform the actions requested bl the test iterms using virtually all
appropriate methods.

However, since this is a simulation, there are several limitations. For
example, when responding to the test items you many not use mouse-
lick fkeyboard command combinations (clicking the mouse while a key
on keyboard is held down), scrolling, or three-key combinations (such
as Ctrl-Alt-Delete) to respond to test items. It should be noted that the
questions in this test have been specifically designed so that vou should
not need to use any of these approaches to respond to the test

i estions

40 ¢ Outlook 2003
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Step 3.

This test uses a “split screen.” The upper

window contains the Outlook screen in
which you will work. The lower window
shows the test items and contains the Boiieis |8
instructions to follow during this test. kil ol E— -
This test has 25 items. e Q! u m
Each click of the mouse is considered an o LH | r’ v
action in the program and will be .
considered a correct or incorrect e S
response to the test instructions. — 2

N 00 v
Three responses are allowed per test
item. If three incorrect responses are
registered, you will be automatically

advanced to the next test item.

Previous and Next button allow you to
skip test items and go back to them later.

Step 4.

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to The OPAC System
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QuickBooks

This test measures skills in specific
functions within the QuickBooks
application.

The tasks to be performed include
processing billing, payments,
checks; processing invoices and
receipts; creating accounts;
modifying a vendor, customer,
employee, etc.

Unless instructed otherwise, this is
not a timed test.

-

[ To begin, select a test from ane of the menus below. ]

COMPUTER Windows Vista

KEYBOARDING Editing/Formatting from a Rough Draft
CLERICAL Advanced Editing/Formatting from a Rough Draft
FINANCIAL Spreadsheet

PROFESSIONAL Basic Excel

OTHER Basic Word

-

Intermediate Excel
Intermediate Woard
PowierPoint
Database
Qutlook 2003

b QuickBooks

End Testing Session

( )
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
. J
( )
All test instructions and test items for this test are displayed on the computer
screen.

. J

Test Instructions i - ;
Instructions - QuickBooks

Step 1. QuickBooks Test &

Read the instructions presented on your
monitor before starting.

The test document will automatically
open when you start this test.

Step 2.

To continue, click the left mouse button
on Continue. The Quick Books
program used during this test will start
automatically.

ou are about to start the "QuickBooks" test, This test is desigrned to

measire your sbility to use the QuickBooks program. Instructions

sbout the tasks you are to perform duging the test will appear in a
fJ

Imessagle box that willbe located at thelbol portion of your
ompul = g n r S ou may perform the
actiorg readess & Resiiity isilg Iy all appropriate

metho
However, since this 1s a simulation, there are several limitations. For
example, when responding to the test itemns you many not use mouse-
lick kevboard command combinations (clicking the mouse while a key
on keyboard is held down), scrolling, or three-key combinations (such
g5 Cirl-Alt-Delete) to respond to test items. It should be noted that the
estions in this test have been gpecifically designed so that vou should
not need to use any of these approaches to respond to the test

M estinns. bl
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Step 3.

This test uses a “split screen.” The upper
window contains the Quick Books screen
in which you will work. The lower
window shows the test items and contains
the instructions to follow during this test.
This test has 25 items.

Each click of the mouse is considered an
action in the program and will be
considered a correct or incorrect
response to the test instructions.

Three responses are allowed per test
item. If three incorrect responses are
registered, you will be automatically
advanced to the next test item.

Previous and Next button allow you to
skip test items and go back to them later.

Step 4.

When you are done with all 25 test items,
the test will automatically exit and you
will be returned to the OPAC System.

/2 ABC Company - QuickBooks Pro 2008 - [Home]

o]
Costomer Certer_Vendor Center_Enployee Center _ Report Center_Heb

% H & | ¥ & ©
Reninders _Searth Feecbock _Servies_Payrol_Credi Cards

SEE
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=

E=rY Pay bl

(1 customers

unt, pay the bl to

Company

B QuickBooks Coach |

Viiize Cosch

B Account Balances

Neme Balrce
2301
Moy Harket D
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&F New pavol optons
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Keyboarding Tests

The Keyboarding Tests group includes five test units that measure the ability
to accurately complete high volume keyboarding tasks. Tests are selected by
clicking the left mouse button on the desired test group on the left, then
clicking on the desired test on the right side of the screen.

Instructions are presented on the screen prior to each test. A warm-up
version of the test may be presented at the Test Administrator’s option. To
bypass the practice test, click on the Cancel button in the box that announces
the amount of time allowed for the practice test.

Keyboarding is a timed test to measure
typing speed and accuracy using a
computer keyboard (page 46).

Kevboarding 2 is a timed test to measure
typing speed and accuracy using a
computer keyboard. It varies from the
regular Keyboarding test only in the
content of the text to be typed.

10-Key is a timed test to measure speed
and accuracy entering numeric data using
the keypad (page 50).

Data Entry 1 — Vendor is a timed test to
measure speed and accuracy entering
alpha/numeric vendor data using the
keyboard (page 52).

Data Entry 2 — Inventory is a timed test
to measure speed and accuracy entering
alpha/numeric inventory data using the
keyboard (page 54).

Data Entry 3 — Invoice is a timed test to
measure speed and accuracy entering
alpha/mumeric invoice data using the
keyboard (page 56).

s

C e Version9.7

[ To begin, select a test from ane of the menus below. ]

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

b Keyboarding
Keyhoarding 2
10-Key
Data Entry 1: Vendor
Data Entry 2. Inventory
Data Entry 3. Invoice

End Testing Session

Keyboarding Tests
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Keyboarding

—

[ To begin, select a test from one of the menus below. ]

T Version9.7

Keyboarding is a timed test to measure

typing speed and accuracy using a COMPUTER b Keyboarding
compu[er keyboard_ KEYBOARDING Keyboarding 2
CLERICAL 10-Key
FINANCIAL Data Entry 1: Vendor
PROFESSIONAL Data Entry 2. Inventory
OTHER Data Entry 3: Invoice

End Testing Session

~
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
. J
4 \
An optional Warm-Up test may be provided. If so, the first OK box will include
a Cancel button to allow bypassing of the Warm-Up.
. J
. { Instructions - Keyboarding | x|
Test Instructions : : _
You are ahout to start the "Keyboarding” test. When the test begins, the screen will be
divided into two windows. The top window contains the text that you will be typing; the
Step 1. bottorm window is where you will type.

The text in the upper window will automatically scroll (move up) as you type the

Read the instructions on the screen
before starting the test.

If you will be using a hard copy test
document, note the test version number
shown toward the end of the instructions
on the screen.

When finished with the instructions, click
the mouse on Continue.

Step 2.

The amount of time allotted for the test
will appear in a box like the one to the
right.

To continue, click the left mouse button
once on OK.

document. The text you type will word- wrap (move to the next line automatically). Type
your text in arne format as it appears in the @pper window (i.e., double space

between @ragraphs). the ext in the t wmdo does ot seerm to scroll when you want
it to, pres: ontlnue typing

Cantinu ased on the time allowed for
the test

WWhile you may use the Backspace key to correct errors, you will not receive credit for the
Backspace keystrokes

Unless otherwise instructed, you will be allowed five minutes to complete this test. The
tirme will begin with your first keystroke. You will notice a countdown timer on the status
bat showing the time remaining.

You will first be given a 3-minute warm-up session that will not be recorded

Keyboarding =]

@ ou have 5 minutes for the test.
Good luck!

46 o Keyboarding
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B 0OPAC - Kepboarding |_ (O] x|
Done  Help

One of two possible typing test displays
will appear. ] B

If one large window appears, you must
type from the correct test document ———p
version in the Test Documents —

Keyboarding & Word Processing booklet. S G m I e
Be sure the version number matches the

one noted at the end of the instructions.

If a “split screen” appears, the upper
window contains the text used for the test. =]
The lower window is the typing area. The
cursor appears automatically in the lower
window.

For Help, press Fl [420 | NUM | v

Step 3. B 0PAC - Keyboarding [ [Ox]

Done  Help

Start typing when you are ready. The

I ﬁ- tial data in as
timer starts with your first keystroke. Flood, :

Zcords in a fire,

siness must

consider. e iz that natural disasters
. t th ly th fivkisl ds. Empl
Note: As you reach the end of the text in Jour payroll could de just as much damage. Host
1 d t like to beli that thei ki
the top window, the text will scroll hvonld destroy compary Tecords. but it doss happen.
up automatically. Nearly nine out of ten firms would be out of business 1f;|
IMPORTANT: Continue typing until =

time expires, as the score
calculation uses the total time
allotted.

J -]

For Help. press F1 [£36 | NUM | i

Note: The Backspace key can be used to correct
errors only on the line of text currently
being typed. The arrow keys are not

functional for this test.
The Not Enough Key Strokes box
appears if Done is clicked before the
minimum number of keystrokes is Kevhoatdi |

completed (approximately 100).

) Mot h kepstrokes.
Click the mouse on OK to start over, go & o SHAHERREEIREES
to the next test, or exit.

The Time is Up box appears at the end of
the time allotted. PR

Click the mouse on OK e & i

Please click on O, to continue.

|
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Keyboarding 2

Kevboarding 2 is a timed test to
measure typing speed and accuracy
using a computer keyboard. It varies
from the regular Keyboarding test only
in the content of the text to be typed.

s

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

[ Tobegin, select a test from one of the menus below. |

Keyhoarding
Keyboarding 2
10-Key

Data Entry 1: Vendor
Data Entry 2. Inventory
Data Entry 3: Invoice

End Testing Session

N
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
An optional Warm-Up test may be provided. If so, the first OK box will include
a Cancel button to allow bypassing of the Warm-Up.
. J
Test Instructions nstractions - Keyboarding 2

Step 1.

Read the instructions on the screen
before starting the test.

If you will be using a hard copy test
document, note the test version number
shown toward the end of the instructions
on the screen.

When finished with the instructions, click
the mouse on Continue.

Step 2.

The amount of time allotted for the test
will appear in a box like the one to the
right.

To continue, click the left mouse button
once on OK.

he test.

ou are about to start the "Keyboarding” test. When the test begins, the screen will be
divided into two windows. The top window containg the text that you will be typing; the
bottom window is where you will type

[The text in the upper window will automatically scroll (move up) as you type the document
will weord-werap (move to the ne
rriat as it Aopess

the upger windd (i.e_double space between
A t 1o el N s scroll when you want it to,
wto fllcelt tdscrlll o ,and inue typing

Continue typing for the full test duration

hile you may use the Backspace key to correct errors, you will not receive credit for the
Backspace keystrokes.

Unless otherwise instructed, you will be allowed five minutes to complete this test. The
irne will begin with your first keystroke, You will notice a countdown timer on the status
bar showing the time remaining

' ou will first be given a warm-up test that will not be recorded

line automatically). Type your text in

our score will be based on the time allowed for

Keyboarding | <]

)

‘fou have & minutes for the test.

Good Juck!

48 e Keyboarding 2
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¥ DPAC System - Keyboarding 2 - Version 1 M=k
One of two possible typing test displays Zoel e
will appear. .

If one large window appears, you must__,,
type from the correct test document
version in the Test Documents —

Keyboarding & Word Processing booklet. S a m I e
Be sure the version number matches the

one noted at the end of the instructions.

If a “split screen” appears, the upper
window contains the text used for the test.

The lower window is the typing area. The =
cursor appears automatically in the lower
. For Help., press F1 [Go0 [ WM [ 2
window.
Step 3' ¥ DPAC System - Keyboarding 2 - Version 1 15 [=] ES

Done  Help

Start typing when you are ready. The
timer starts with your first keystroke.

£ 89726 Ballison

Do vou wonder what your 1,000s of customers are thinking? Have

Note: As you reach the end of the text in pens pitchasere B yout Goods or setvices? Hao it crvemed yous
. . ind that those who have bought from your company in the past are
the top window, the text will scroll ealizing their dissatisfaciion with your company's services
up automatically. If you answered "yes" to sny of the preceding J questions, then |
IMPORTANT: Continue typing until =

time expires, as the score
calculation uses the total time
allotted.

For Help, press Fi [500 [ [NUM[ A

Note: The Backspace key can be used to correct
errors only on the line of text currently
being typed. The arrow keys are not

functional for this test.
The Not Enough Key Strokes box
appears if Done is clicked before the
minimum number of keystrokes is Keyboatdin |

completed (approximately 100).

) Mot h keystrokes.
Click the mouse on OK to start over, go & + SHAHET REEIEEES
to the next test, or exit.

The Time is Up box appears at the end of
the time allotted. PSS

Click the mouse on OK. e & et

Flease click on 0K to continue.

|
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[ To begin, select a test from one of the menus below, ]

10-Key measures speed and accuracy i COMPUTER Keyboarding
. . d ta on the ke ad KEYBOARDING Keyhoarding 2
enterlng numeric aa ypaa. CLERICAL boi0Key
FINANCIAL Data Entry 1: Vendor
PROFESSIONAL Data Entry 2: Inventory
OTHER Data Entry 3 Invoice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions
Step 1 i Instructions - 10-Key
fou are about to start the "10-Key" test. For this test, you need a hard copy of the test
Read the instructions presented on yOL”" lizted at the end of these instructions. If you do not have a hard copy, please ses your
Test Administrator nov.

monitor before starting the test.

(While you may use the Backspace key to correct errors, you will not receive credit for the
Backspace keystrokes or the keystrokes you erase. Vou will only receive credit for the

If a test document is required for this keys on the keypad. Please hit ENTER afler typing each number

test, the Test Administrator will tell you, Continue typing f Il test duration. Your score will @ based on the time allowed for
and the test document will be found in the e et q @

TeSt Documents — 10-Kev/Data Entrv ﬁr:lzij\lmbheegw:ljmh yourﬂ?st eystrokb? !Du \3\\ m\ce:na :oum ownpt‘iﬁzr”y: :;:t.s;l:ues

bOOkleZ_ bar showing the time remaining
' ou will first be given a 3-minute warm-up session that will not be recorded

Note: Be sure to use the test version
. Hard copy of the test needed
number matching the one at the end 10-Key - Warm-Up Version
. . . 10-Key - Version 1
of the instructions on your monitor.

Step 2.

To continue, click the left mouse button
on the Continue button.

An optional Warm-Up test may be provided. If so, the OK box will include a
Cancel button to allow bypassing of the Warm-Up.
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Step 3.

.
The amount of time allotted for the test o P e o et
will appedar in the OK bos. @ For this test you will need Test Document
To begin the test, click once on the OK 10Key.
button. The timer starts with your first Good kuck!
keystroke after the test screen appears.

Enter the numbers as listed on the test
document provided by pressing the Enter
key (or Return key) after each entry. Group No: 1

Your entries will scroll above the entry
box much like a calculator tape.

Do NOT use the + or - signs.
. 434
DAMPiE
: 4
5. 65464

6.

b64654

Complete each group of ten numbers
before proceeding to the next group.

(N

The Backspace or Delete keys may be
used for corrections, though these
keystrokes are not counted toward total
keystrokes per hour.

The arrow keys are not functional for this
test.

Continue keying until time expires, as
your score is based on the test time limit.

Step 4.
Do not expect to complete all the data e
before time expires. When time expires, &
click once on the OK button to continue.

Flease click on OK to continue.

[
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Data Entry 1: Vendor

| o=

[ Tobegin, select a test from one of the menus below. |

Data Entry 1: Vendor measures COMPUTER Keyboarding
. . KEYBOARDING Keyboarding 2
speed and accuracy in entering alpha CLERICAL Tokey
and numeric data, including address FINANCIAL b s Eroy 1 Vendor
andphone number. PROFESSIONAL Data Entry 2: Inventory
OTHER Data Entry 3: Invoice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions
Step 1.
. . . i Instructions - Data Entry 1:
Read the following instructions, as well
. You are about to start the "Data Entry” test. For this test, you will need a hard copy of 2
as those presented on your monitor, the test listed at the end of these instructions. If you do not have & hard copy, please
before starting th@ test see your Test Administrator now.
’ (While you may correct errars within a record, you wilbnot receive credit for Backspace,
. . . Delete, and ystrokes. Press ENTER or TAB after typing in each field (to
If a test document is required for this ahanc 10 QG Tl syl oS TAB 1o go back 1o the
test the Test Administrator Wlll tell yOM, previous field. You ns oise o y@uwever, doing so will
4 slow you do
and the test document Wlll befound n Continue data entry for the full test duration®¥our score will be based on the time
the Test Documents — 10-Key/Data llowsd for the test
Entmz booklet, You do not need to enter the hyphens ( - - ) for phone numbers or slashes [ / /) for
dates. They have been entered for you
Note: Be sure to use the test version Unless otherwise instructed, you will be allowed five minutes to complete this test. The ||
. itimer will begin with your first keystroke. You will notice a countdown timer on the
I’lumber mal‘Chli’lg the one at the status bar showing the time remaining
el’ld Ofthe instructions on your ' ou will first be given a 3-minute warm-up session that will not be recorded =l
monitor.
Step 2.

To continue, click the left mouse button
on Continue.
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An optional Warm-Up test may be provided. If so, the OK box will include a
Cancel button to allow bypassing of the Warm-Up.

Step 3.

The time allotted for this test will be
displayed in the OK box, along with the
version number of the test document to
be used.

The timer starts with your first keystroke
after the test screen appears.

To begin either the Warm-Up or the
actual test, click on the OK button.

Continue entering data until time
expires, as your score is based on the
test time limit.

Step 4.

OPAC for Windows | x|

@ “Yiou have 3 minutes for the warmn-up test

For this test you will need Test Document:

Data Entry 1
k!
OPAC System ]

Cancel

@ “fou have 5 minutes for the test

For this test pou will need Test Document:

Data Entry 1: Yendor.
Good luck!

JDPAE System - Data Entry 1: Yendor - Version 2 - [O] x]
Enter data as listed on the test document Done_top
provided. Be sure to use the correct Fosatdhe: |
entry box for each field of data. L
Company Name:
Press Enter or Tab after each field is add I
entered. s v e
Complete each record before going on to Las e FQ
the next record. el
Teleghore: | - - |
The Backspace or Delete keys may be
used for corrections, though these key
strokes are not counted toward total
keystrokes.
[For Help, press F1 [452 [ [NOM[ 42
Note: To move from field to field, use the
Tab or Enter keys to go forward and
the combination of Shift and Tab to go
backward.
Step 5. "
Do not expect to complete all the data
before time expires. When time expires, ——————»

click once on the OK button to proceed.

& Time is up!

Please click an O to continue.

[ ]
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Data Entry 2: Inventory

Data Entry 2: Inventory measures
speed and accuracy in entering stock
items and quantities.

| ==

[ To begin, select a test from one of the menus below. ]

COMPUTER Keyboarding
KEYBOARDING Keyboarding 2
CLERICAL 10-Key

FINANCIAL Data Entry 1: Vendor

PROFESSIONAL

»

Data Entry 2 Inventory

OTHER Data Entry 3. Invoice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Note: For this test, all alphabetic entries will be automatically capitalized.

Test Instructions

Step 1.

Read the following instructions, as well
as those presented on your monitor,
before starting the test.

If a test document is required for this
test, the Test Administrator will tell you,
and the test document will be found in
the Test Documents — 10-Key/Data
Entry booklet.

Note: Be sure to use the test version
number matching the one at the
end of the instructions on your
monitor.

Step 2.

To continue, click the left mouse button
once on Continue.

'You are about to start the "Data Entry” test. For this test, you need a hard copy of the 2
test listed at the end of these instructions. If you do not have a hard copy, please see
your Test Administrator now.

For this test only, all typed keystrokes will be autornatically converted to UPPERCASE
as you type. There is no need to use the Caps Lock or Shift key

While yonay correct errors within a record, yoljwill not receive credit for Backspace,
Delete, a v TS0 or yping in each field {to
advance to the ﬁ orfhe Bextlec @ 0 Shift-TAB to go back to the
previous' U et dusel he Tho ] d; however, doing so will

slow you down

{ash T

Continue data entry for the full test duration. Your score will be based on the time
allowed for the test

You do not need to enter the hyphens { - - ) for phone numbers or slashes ( £/ ) for
dates. They have been entered for you

Unless otherwise instructed, you will be allowed five minutes to complete this test. The

timer will begin with your first keystroke. You will notice a countdown timer on the =l
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An optional Warm-Up test may be provided. If so, the first OK box will
include a Cancel button to allow bypassing of the Warm-Up.

Step 3.

The time allotted for this test will be
displayed in the OK box, along with the
version number of the test document to

OPAC for Windows | x|

@ Yo have 3 minutes for the warm-up test

For this test pou will need Test Document:

be Msed. Data Entry 2.
. . luck!
The timer starts with your first keystroke
a.fier the test screen appears. @ ‘ou have B minutes for the test | ﬂl
T0 begin either the Warm-Up or the For this test you will need Test Document
actual test, click once on the OK button. AL
Good luck!
Continue entering data until time
expires, as your score is based on the
test time limit.
% OPAC System - Data Entiy 2: Inventory - Version 3 O] %]
Step 4. Done Help
p Record Ma: 1
Enter data as listed on the test document e ] .
provided in the Test Documents — 10- —— a
Key/Data Entry booklet. Be sure to use
the correct entry box for each field of YerdorHo- | UniPrce: |
data.
Press Enter or Tab after each field is
entered.
Complete each record before going on to
the next record.
The Backspace or Delete keys may be e T

used for corrections, though these
keystrokes are not counted toward total
keystrokes per hour.

Note: To move from field to field, use the
Tab or Enter keys to go forward and
the combination of Shift and Tab to go
Step 5. backward.

Do not expect to complete all the data

before time expires. When time expires, — 3
click once on the OK button to proceed. & Tiro

Please click on 0K to continue.

[
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Data Entry 3: Invoice

Data Entry 3: Invoice measures
speed and accuracy in entering
customers and items ordered,
including quantities.

[ To begin, select a test from one of the menus below. ]

COMPUTER Keyboarding
KEYBOARDING Keyboarding 2
CLERICAL 10-Key

FINANCIAL Data Entry 1: Vendor

PROFESSIONAL

Data Entry 2 Inventory

OTHER » Data Entry 2. Invoice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the following instructions, as well
as those presented on your monitor,
before starting the test.

If a test document is required for this
test, the Test Administrator will tell you,
and the test document will be found in
the Test Documents — 10-Key/Data
Entry booklet.

Note: Be sure to use the test version
number matching the one at the
end of the instructions on your
monitor.

Step 2.

To continue, click the left mouse button
once on Continue.

i Instructions - Data Entry 3: Invoice Ed

‘You are about to start the "Data Entry” test. For this test, you will need a hard copy of =
ithe test listed at the end of these instructions. If you do not have a hard copy, please
see your Test Administrator now.

For this test anly, all typed keystrokes wil be augpmatically converted to UPPERCASE

as you tygl re is no negd to use the Caps Lick or Shift key
(While you may T0) infy re m of|w receive credit for Backspace,
Delete, k es{lE ar ping in each field (to
advance to the next field or the next recfyd). You can use Shift TAB to go back to the
previous field. You can also use the molSe to go to any field; however, doing so wil
slow you down

Continue data entry for the full test duration. Your score will be based on the time
allowed for the test

You do not need to enter the hyphens { - - ) for phone numbers or slashes { / /) for
dates. They have been entered for you

Unless otherwise instructed, you will be allowed five minutes to complete this test. The

tirner will beain with vour first kevstroke. You will notice a countdown timer on the i
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Note: An optional Warm-Up test may be provided. If so, the first OK box
will include a Cancel button to allow bypassing of the Warm-Up test.

Step 3.

The time allotted for this test will be
displayed in the OK box, along with the
version number of the test document to
be used.

OPAC System E

@ “You have 3 minutes for the warm-up test.

For this test you will need Test Document:

Data Entry 3 Invoice.

The timer starts with your first keystroke \
after the test screen appears. @ You have 5 minutes for the test
Cancel
T0 begin either the Warm-Up or the For this test you will need Test Document:
actual test, click once on the OK button. BeteEap e

Good luck!
Continue entering data until time

expires, as your score is based on the
test time limit.

|% OPAC System - Data Entry 3: Invoice - Warm-Up Yersion (- [O]x]
Dore Help
Step 4. Recod No: 1
Enter data as listed on the test document (R pp— samen| | Mo/’ |

provided. Be sure to use the correct LastHans
entry box for each field of data. et

Ciy

Telephone: | - -

Qty. | Product No. Description Unit Price | Total Price

Press Enter or Tab after each field is
entered.

Complete each record before going on to
the next record.

The Backspace or Delete keys may be Froch Tt
used for corrections, though these s
keystrokes are not counted toward total

keystrokes per hour.

For el press Fl [242 [ [NOM [ v

Note: To move from field to field, use the
Tab or Enter keys to go forward and
the combination of Shift and Tab to go
Step 5. backward.

Do not expect to complete all the data
before time expires. When time expires,

; e
click once on the OK button to proceed.

OPALC System E

& Time is up!

Please click an O to continue.

[ ]
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Clerical Tests

The Clerical Tests group includes seven tests covering word processing,
filing/sorting, and proofreading. Tests are selected by clicking the left mouse
button on the desired test group on the left, then clicking on the desired test
on the right side of the screen. An instruction screen will be presented prior

to each test.

Formatting A Letter measures word
processing skills in retrieving paragraphs
and formatting them into a letter. A word
processing system must be selected for this
test and the next two tests (page 60).

Transcription measures skills in using a
word processing program to transcribe
dictation from audio tape (page 62).

Composing Minutes measures skills in
converting hand-written notes into minutes
of a meeting using a format guide (page 64).

Alphabetic Filing measures alphabetic
sorting and recording skills (page 66).

Numeric Filing measures consecutive
number recognition and indexing ability

(page 68).

Proofreading 1 and 2 measure the ability to
find and correct errors in a document
displayed on the screen (page 70).

Spelling measures spelling skills when
words are presentedd in a sentence (p. 74).

Reading Comprehension measures the
ability to read and understand written text,
then answer questions about the passage
Just read (p. 76).

Proofreading Practice measures the ability
to proofread and correct single sentences

(page 78).

[ To begin, select a test from ane of the menus below. ]

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

Formatting A Letter
Transcription
Camposing Minutes
Alpha Filing

MNumeric Filing
Proofreading 1
Proofreading 2

Spelling

Reading Comprehension

Proofreading Practice

End Testing Session
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Formatting a Letter

=

Formatting a Letter measures skills
in retrieving multiple paragraph files
to create a letter in a word
processing application.

A pad and pencil are required for
this test.

Unless instructed otherwise, this is
not a timed test.

FEEl  Version 8.7

[ To begin, select a test from one of the menus below. ]

COMPUTER » Formatting A Letter
KEYBOARDING Transcription
CLERICAL Cormpasing Minutes
FINANCIAL Alpha Filing
PROFESSIONAL MNurmeric Filing
OTHER Praofreading 1

Proofreading 2
Spelling
Reading Comprehension

Proofreading Practice

End Testing Session

Note: A word processing software
be taken. If one has not been

be displayed. To use a different word processing software, click on
Options in the upper left corner of the screen, then select Software.

title must be selected before this unit can
selected, the software selection screen will

(. J
( N\
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
\_ J
Test Instructions

Step 1.

Read the instructions on your monitor
before starting this test.

Write down this information as shown on
your monitor:

® addressee’s name and address,
o the three paragraph files,
e the OPAC testing directory.

Important! Write down the needed
information from the instructions
on the screen. It will not appear
again!

To continue, click the left mouse button on
Continue.

Instructions - Formatting A Letter

You are about to start the "Retrieving Paragraphs and Formatting a Letter” test. You will
produce one letter by retrieving three documents (paragraphs) using the Retrieve (or Insert
File) function of your word processor. The letter is to be sent to

Mr. Lucas Morton

4736 Memorial Boulevard

Kingsport, TN 376642985

i m ur | Hter WC02.00C, WCD05.00C,
m ] re@wwn at the end of these

Write down who the letter will be addressedSo and the three documents you will retrieve
to make the |etter. ¥ou will not be able to access this help screen again. Additional
instructions for this test are included in the OPAC Candidate Manual

The three do ents yo
WCD9.D0C. G
instructions

OPAC testing directory: CAOPAC for Windows'
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Step 2.

A letterhead is provided in the word ETR e L ”77

processing program on your monitor. ——— m
NOTE: Word may open in Reading S G ie
Layout or Normal layout. To change

the view to Print Layout, use the View
menu.

LI

Build a letter using the three files you
noted from the instructions on your
monitor.

IL\LI&ILIL

= R
Use full block format. i i S o

Use the current date.

Addpress the letter to the name and
address noted from the instructions on Step 5.

our monitor.
Y Use spell-check to correct any

Use two-letter state abbreviations. spelling errors.
Use an appropriate salutation. Step 6.
Step 3. Print one copy of the letter. If any
error messages appear during
Retrieve the three files in the order they printing, notify the Test
were listed in the instructions on your Administrator.
monitor.
Step 7.
Do not change, add, or delete any text
within the paragraphs. Save the letter without renaming it.
Make the format changes necessary to Step 8.
build the letter.

Close the document.

Select a complimentary close and use the
following signature block to close the
letter:

Step 9.

Exit the word processing program.
You will be returned to The OPAC

Ms. Judy Price, Director System.

Shipping Operations
Step 4.

Use your own reference initials.
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Transcription

| ==

[ To begin, select a test from one of the menus below. |

Transcription measures skills in
transcribing from audio tape using

d . COMPUTER Formatting A Letter
awor proceSSZngrogram' KEYBOARDING »  Transcription
Unless instructed otherwise, this is CLERICAL composing Minutss
. FINANCIAL Alpha Filing
nota tlmed fest. PROFESSIONAL Murmeric Filing
OTHER Proofreading 1

You will be provided with
transcription equipment and a CD
or cassette tape. The media (CD or
tape) contains three letters.

Proofreading 2
Spelling
Reading Comprehension

Proofreading Practice

End Testing Session

Note: A word processing software title must be selected before this unit can
be taken. If one has not been selected, the software selection screen will
be displayed. To use a different word processing software, click on
Options in the upper left corner of the screen, then select Software.

Test Instructions

Step 1.

Read the instructions presented on your
monitor before starting the test.

Be sure to write down the version of the
test recording (#1, #2, or #3), as it will
not appear again.

To continue, click the left mouse button
on Continue.

Step 2.

If this is a timed test, the time allotted will
be displayed in the OK box.

To start the test, click the left mouse button
once on OK.

Instructions - Transcription

ou are about to start the "Transcribing from Dictation” test. You wil
produce one letter by transcribing from a transcriber or tape recorder.

Please locate |etter # WC01B on the cassetie tape provided by your Test

Administra letter s futh lones. Format the letter
using block o | ropriate notations
hen nee a ' (o] 2 address. You may

rewind portions of the tape If necess

Additional instructions for this test are included in the OPAC Candidate
Mdanual

OPAC testing directory. C:\Program Files\OPAC 7.5\TESTO0I1Y

OPAC System %]

)

‘Y'ou have 5 minutes for the test.

Good luck!
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Step 3.

Z} WDO1.WDS - Miciosoft Word

| Ble Edt View Insert Format Tools Table Window Help

Start the test. The word processor will be DEEa S8Ry e g@‘ o-o- a0
started automatically, with a letterhead [romd___glcosrnen w0 5|[BT2TG |
displayed on the screen. Position the HI@ ““““““““““““

cursor below the letterhead. S G m l

NOTE: Word may open in Reading & 5“1
Layout or Normal /ayout. To change
the view to Print Layout, use the View
menu.

Find the designated letter using the
transcription equipment provided, and

begin typing the contents into the izl >
document on the screen. Lecosi e e e oyt . el o |
Use full block format.

Print one copy of the letter.
Save the letter without renaming it.
Close the document.

Step 4.

EXxit the word processing program. You
will be returned to The OPAC System.
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Composing Minutes

Composing Minutes measures skills h%

in converting handwritten notes into
minutes using a format guide and a
word processing program.

The hand-written notes and a format
guide will be provided.

Unless instructed otherwise, this is
not a timed test.

[ To begin, select a test from one of the menus below. |

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

-

Formatting A Lefter
Transcription
Composing Minutes
Alpha Filing

Mumeric Filing
Proofreading 1
Proofreading 2

Spelling

Reading Comprehension

Proofreading Practice

End Testing Session

Note: A word processing software title must be selected before this unit can
be taken. If one has not been selected, the software selection screen will
be displayed. To use a different word processing software, click on
Options in the upper left corner of the screen, then select Software.

Test Instructions

Step 1.

Read the instructions presented on your
monitor before starting the test.

The test documents required for this test
are provided in the Test Documents —
Keyboarding & Word Processing booklet.

To continue, click the left mouse button on
Continue.

Step 2.

If this is a timed test, the time allotted will
be displayed in the OK box.

To start the test, click the left mouse button
once on OK

Instructions - Composing Minutes

hanual

You are about to start the "Composing

test. ' ompose the minutes of a eeting from notes which are
rovide: e ra ol e written directions
provided by @ iWa (s} & raquired minutes.

Additional instructions for this tes@are included in the OPAC Candidate

OPAC testing directory. C:APROGRAM FILESWOPACS\TESTO001Y

inutes from Handwritten Notes"

OPAC System

You have 5 minutes for the test.

; Good luck!
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Step 3.

Instructions - Composing Minutes

You are about to start the "Composing Minutes from Handwritten Notes”

. test You will compose the minutes of a mesting from notes which are
Start the test below the headlng provided by your Test Administrator. Following the written directions
presented on your WOVde"OCESSOI"S provided ur Test Adm|n|strator proguece the required minutes

screen Addition the OPAC Candidate
Manua
NOTE: Word may open in

OPAC testing directory. G: \Opacﬁ\
Reading Layout or Normal
layout. To change the view to
Print Layout, use the View menu.

Use the format guide and actual
handwritten notes to compose the
minutes.

Do not type the line numbers. They
are only to indicate proper page

placement.
A Format Guide is
Include all pertinent information. . )
p e provided in the Test
Use your name for the secretary’s Documents hookler.
name.
Step 3 Handwritten minutes
LS are provided in the Test
Print one copy of the document. Documents booklet. .
Step 4.
Save the file without renaming it. v B —
Step 5. Minutes 7 e o e e
rxavﬁoé i, Micting odae  a45am . \ m e
EXxit the word processing program. - o e . m
1 . Regt aqpraed i B e oo
You will be returned to The OPAC WMZ* - ! ———._
System. Noagsr

34 ADJOURNMENT. The mecing was adjourned st 11:50 &.m.
3

Ed
38 Pl Wall, Secreary

amp

Reviawed blucprnty B ns
bldg. Contanet awarded *c
Migien &u,mu% Qoxcciatea

Odj: 10:30 a.m
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Alphabetic Filing

Alphabetic Filing measures
alphabetic recording and ordering
skills.

[ To begin, select a test from one of the menus below, ]

COMPUTER Formatting A Letter
KEYBOARDING Transcription
CLERICAL Composing Minutes
FINANCIAL P Alpha Filing
PROFESSIONAL MNumeric Filing
OTHER Proofreading 1

Proofreading 2
Spelling
Reading Comprehensian

Proofreading Practice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions presented on the
monitor before starting the test.

To continue, click the left mouse button
on Continue.

Step 2.

If this is a timed test, the time allotted
will be displayed in an OK box prior to
the test beginning.

To start the test, click the left mouse
button once on OK.

Instiuctions - Alpha

ng

Alpha Filing Instructions —

"WWelcome to the "Alpha Filing" test. To navigate from field to field, use the Tab key and
Shift-Tab key cormbination to move backwards and forwards between entry fields. You
rnay also use the mouse to move to any field asgesired

EW pleted Part 1, select Part 2
Part 2, select Done again to

it for the test. there is a

X will also notice a countdown

In this scenario, you work in an office that uses an alphabetic filing system. You will be
asked to look at ten record names. Your task is to assign each record the name that it
=hould be filed under.

timer on the status bar showing the timremaining

Alpha Filing Part 1

The column on the left contains the original record names. To assion each recard a fils x|

AlphaFile

@ ‘fou have B minutes for the test,
Good luck!
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Part 1 — Alphabetic Filing Test

Click on the Part 1 Help tool bar button

(see #1) for information on the rules to
be used for modifying or abbreviating

#1 #4

the names.

The column on the left side of the

screen contains the names of people
and businesses as they currently appear
on documents. To assign each of these
documents a file name, click on the
document at the top of the list (see #2)
and it will appear on the front of the
large file folder to the right of the list
(see #3).

#5

J  GotoPan2 | [<<Back| [Next>>

[ TV D7

On the large folder’s tab (see #4),

type in the record name as it should be
abbreviated for filing purposes as
specified in the Part 1 Help tool bar
button (see #1). Repeat this process for
each of the 10 names in the list.

After you are finished with all ten
document names, click on the Go to Part
2 button (see #5) to advance to the
second part of the test.

Part 2 — Alphabetic Filing Test.

In this part of the test, folders to be filed
are presented on the left side of the
screen (see #6). Your task is to file each
folder in the appropriate alphabetical
file drawer.

To file a folder, click on the appropriate
file cabinet (see #7).

For example, if the file folder were for
“Aardvark,” you would click on the A-C
file drawer, since Aardvark would be filed
in that drawer. When you click on the file

cabinet, the file folders already within
that cabinet will appear to its right (see
#8).

I S TV 7

Use the mouse to click and drag a
file folder from the To be Filed list
to the appropriate location among
the existing files on the right. A red
line will appear to show where the
file folder will be placed.

Release the mouse button when the
red line is where you want the file to
go. Repeat this process for all ten
folders.

When you are finished with both
parts of this test, click the Done
button (see #9).
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Numeric Filing

Numeric Filing contains two
parts:

Part I tests consecutive number
recognition.

Part 11 tests indexing accuracy.

I ey ANDIDA PROGRAV

[ Tobegin, select a test from one of the menus below. |

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

Formatting A Lefter
Transcription
Composing Minutes
Alpha Filing

¥ MNumeric Filing
Proofreading 1
Proofreading 2
Spelling
Reading Comprehension

Proofreading Practice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions presented on
the monitor before starting the test.

To continue, click the left mouse
button on Continue.

Step 2.

If'this is a timed test, the time
allotted will be displayed in an OK
box prior to the test beginning.

To start the test, click the left mouse

button on OK.

remaining.

For this test, enter the correct response for each guestion in the appropriate field. Use the
Tab key and Shift Tab key combination to move to the next and previous fislds, or use
ithe mouse to move to any field as desired. Use the scroll bar to scroll the form up and
down if necessary

(When you are done, select Done from the main menu. Your Test Administrator may have
set a time limit for the test. If there is a time limit, you will be told how much time you
have. You will also notice a countdown timer an the

Ialus bar showing the time

OPAC System B2

@ “ou have 5 minutes for the test,
Good luck!
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% 0PAC System - Numeric Filing - Version 1 HE
Done  Help
Step 3- The numeric filing test is composed of two sections. Follow the —
instructions for each section and see the examples below:
. . PART I: In this situation, you work in an office that uses a consecutive
Follow the instructions on your mumeric filing system. Each record has a five-digit record number.
. Column 1 contains a record number. Column 2 contains a list of numeric jo
mOnltOrfOr Part I ranges. Choose the numeric range that would include the record number
found in Column 1. In Column 3, enter the corresponding letter.
Example: Col Column 2 alumn 3
Use the scroll bar on the right side of 225 ﬁ 53
478 0
the screen to advance through all the A58 B
. e. 22936 - 2334 b
questions.
Column 1 Column 2 Column 3
1. 57943 a. 53447 - 54289
b. 57996 - 58112
c. 57881 - 57995
d. 55219 - 55498
e. 57429 - 57863 r
2. B.9662 a B8.8902 - 8.8998
b B.9344 - 8.9570
[ B8.8759 - 8.8901
d B8.9006 - 5.9343
e. B.9571 - 9.0243 [l
o Help press F1 Q[ UM |
Step 4.
% OPAC System - Numesic Filing - Version 1 =[5}
Done  Help
When Part 1 is completed, follow the .
. . . . PART II: In this situation. you must check the wark of others.
instructions displayed on your monitor Calumn 1 contains a list of sis-digit mmeric records. In Colum 2.
indicate whether or not the list is indexed correctly, in consecutive
for Part II numeric order, by placing <¥> for Yes or <N> for No in the blank.
Example: Column 1 Column 2
442789
4438,
Step 5. e
p 4473
44392
. . ; Column 1
When finished with both parts, click
1. 9.65542
the left mouse button once on Done in 3.65549
9.92834 d
the upper left corner of your screen. 552650 N <
2. 542131
851111
855111
B55911
560111 []
3. 742190
742910
744190 v
[For Help. press F1 51 [ INOM |

-

Ways To Move the Cursor:

1. Press the Enter or Tab key to move
the cursor to the next field.

2. Press the Shift and Tab keys at the
same time to move the cursor to the
previous field.

3. Position the mouse pointer on the
answer box desired and click the left
mouse button once.

\_

~

-

How to Scroll Up or Down

Position the mouse pointer on the
button located on the scrollbar,
hold the left mouse button down,
then move the mouse to slide the
\ button up or down.

OPAC System Tests
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Proofreading 1

Proofreading 1 measures the ability

to proofread and correct errors in a
document displayed on the screen.

| ==

[ Tobegin, selecta

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

test from one of the menus below. ]

Formatting A Letter
Transcription
Composing Minutes
Alpha Filing

MNumeric Filing

-

Proofreading 1
Proofreading 2

Spelling

Reading Comprehensian

Proofreading Practice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions presented on
your monitor before starting the test.

To continue, click the left mouse
button on Continue.

Step 2.

If'this is a timed test, the time
allotted will be displayed in an OK
box prior to the test beginning.

To start the test, click the left mouse
button once on OK.

Instiuctions -

Proofreading 1

correct spelli

Mumbe

Spelling

the wording

'You are about to start the "Proofreading” test. This test measures ability to detect and 2
ing and gramrmatical errors. You Wl'need 0 Correct errors in:

Usage : l |
Fossessives

Punctuation

lse Standard English rules.

DO NOT add words of your own or remove any existing words. However, you may edit
or change text in order to correct errors. DO NOT make any document format changes
Change only those items that are incorrect. DO NOT revise the document to improve

WWhen you have finished, select Done from the main menu. Your Test Administrator
may have set atime limit for the test. [f there is a time limit, you will be told how much
time you have. You will also notice a countdown timer on the status bar showing the x|

3)

Good luck!

r'ou have B minutes for the test.

OPAC System ||
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Step 3. L — : e

It :s our pleasura, dr trible to eonfirm vei 3as tke keviots cpeaker at the Interiat B

IThis is sample text for the manual only and does not reflect actual

test content. Actual test content will appear in multiple paragraphs
Proofread the document on the or the screen. The text will contain various errors in

abbreviations, capitalization, grammar, number usage, possessives,

screen and correct errors in: bunctuation, and spelling.

lOptometrists will verify that those capable of accurately reading and
Abbreviations comprehending text printed in a font this small may actually have a
[defect in their eyesight. No one should be abfe to easily read this

Capltallzatlon small print. Fo: of us, it simply isn’t [air.

Grammar PR m R SO
Number Usage ot eve Shadow required to accent a fourlinch eye. The pollation
Possessives e S T, R T T
Punctuation increase global warming.

Spelling [Yes, it is good that most people cannot see this well.

Do not add words.

oilidp Jiess Tl | [ pwr |

Do not remove any existing words.

Do not revise sentences to improve
the wording.

% 0P AC System - Proofreacing 1 - Yersion 1

IThis is sample text for the manual only and does not reflect actual L4
test content. Actual test content will appear in multiple paragraphs
on the screen. The text will contain various errors in

Do not alter the meaning Ofthe abbreviations, capitalization, grammar, number usage, possessives,

lpunctuation, and spelling.

sentence. ) ) ) )
lOptometrists will verify that those capable of accurately reading and 4—
comprehending text printed in a font this small may actually have a
. ldefect in their eyesight. No one should be able to easily read this
Correct errors such as changing: omall print. For of us, it simply isn'c ffair.
If people were m o é a 1d have eyes
four inches across. iMagihe B f e eyes that large?
Numbers to WOI‘dS What would that o WNis el colli e the amount

of eye shadow required to accent a fourfinch eye. The pollution

Past tense to present effects could be devastating to large p&ktions of the plamet. Why,

that much mascara could actually darken the planet surface and
increase global warming.

Plural to singular

[Yes, it is good that most people cannot see well enough to read this
text.

Present tense to past

Singular to plural

o1 lielp, sressi | [T

Words to numbers
Step 4.

When finished, click the left mouse
button once on Done in the upper
left corner of your screen. /

How to Scroll Up or Down \

Position the mouse pointer on the
button located on the scrollbar, —
hold the left mouse button down,
then move the mouse to slide the

button up or down.
- /
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Proofreading 2

Proofreading Practice measures
the ability to proofread and correct
single sentences.

-

[ To begin, select a test from ane of the menus below. |

COMPUTER Formatting A Letter
KEYBOARDING Transcription
CLERICAL Cormposing Minutes
FINANCIAL Alpha Filing
PROFESSIONAL Murmeric Filing
OTHER Proofreading 1

-

Proofreacing 2
Spelling
Reading Comprehension

Proofreading Practice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.

The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions presented on

your monitor before starting the test.

To continue, click the left mouse
button on Continue.

Step 2.

If this is a timed test, the time
allotted will be displayed in an OK
box prior to the test beginning.

To start the test, click the left mouse
button once on OK.

Instructions - Proofreading 2

Abbreviation
Capitalization

.
.

+ Cra

s Murn e

*  Possessh

* Fu

.

Spelling

Use Standard English rules.

the wording.

‘You are about to start the "Proofreading” test. This test measures ability to detect and 2]
correct spelling and grammatical errars. You will need to correct errors in

DO NOT add words of your own or remove any existing words. However, you may edit
or change text in order to correct errors. DO NOT make any document format changes.
Change only those items that are incorrect. DO MOT revise the document to improve

When you have finished, select Done from the main menu. Your Test Administratar |
rmay have set a time limit for the test. If there is a time limit, you will be told how much
time you have. You will alsa notice a countdown timer on the status bar showing the =]

OPAC System

@ “ou have B minutes for the test,
Good luck!

||
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Step 3.

Proofread the document displayed
and correct errors in:

Abbreviations
Capitalization
Grammar
Number Usage
Possessives
Punctuation
Spelling

Do not add words.
Do not remove any existing words.

Do not revise sentences to improve
the wording.

Do not alter the meaning of the
sentence.

Correct errors such as changing:

Numbers to words
Past tense to present
Plural to singular
Present tense to past
Singular to plural
Words to numbers

Step 4.

When finished, click the left mouse
button once on Done in the upper
left corner of your monitor.

It :c our pleacure, dr trib.e te confirm you ac the Leyacte cpeaker at the Interaet <]
aleczronic publishing ccrfersnce. The thems of cur confersnce is 'Elastreric
pub_1caing 1 the ‘uls.  Ihic years conferenve 1s heing co-cponenred by brofessional
~ecratarias Inta~nataomal and <lactreric Pnalishers ne. Yom ere scoadualec to snank
1. 10270 Av on may 1S 1990 fo- aprozimately £1FTy minutes. We have hmman irfoTnmed that
coveraor Ccllins of 5% plem to 22 witk us oa the 15 of May and he will make a few
corments prier to your kevnote address.

n 3mnzoles phd sur corfe rectar erts Jor your sessica.
[r Goazales cddress is Gt, Albany Ky. 12234, le cureatly
teach o courss :nsrodu ny ot ntrc]l tecanieal sducaton
€C ctudeat he twe yoar pregran in the
ont of grapai . doat brawn of pai
snd caairmen Jones of o (o with you.

xcellont tacal 1y 3 refibe \ ¥_ggss note on Page
[three nf the pragean E =) of A1TmArk inn Thie
rocn is equiped with several devices you may wishfio use: overkead projector
te_epaocne  flip chart microfone and screen. Ifgedd:zional equipment is TequiTe.
please lel us koow shal your weeds will  be, sur resvuives aie al yud'iw dispusal.
[The Lallmark inns sLaff, es well as Lo. Gouzales css_s.asl, will alsu be oveilable Lo
essost you, Ve look forwerd “oo mesting vou and Learing 3 surerb poessntotion.

o liclp, sess L [ [ fon]

¥ OPAC System - Proafreading 1- %

Dore PeD

This is sample text for the manual only and does not reflect actual
test content. Actual test content will appear in multiple paragraphs
on the screen. The text will contain various errors in
abbreviations, capitalization, grammar, number usage, possessives,
punctuation, and spelling.

Jxl

Optometrists will verify that those capable of accurately reading and
lcomprehending text printed in a font this small may actually have a
defect in their eyegg@ht. No one should be ablp to easily read this

small print. Fo any of imply dsn’t ir.

If people were meant s a e 1ld have eyes
four inches acro af o es that large?
(What would that mean to the cosmetIcs infjustry? Imagine the amount
of eye shadow required to accent a four @nch eye. The pollution
effects could be devastating to large portions of the planet. Why,
that much mascara could actually darken the planet surface and
increase global warming.

Yes, it is good that most people cannot see well enough to read this
text.

o1 tielp, sress 1 | [_fwom ]|

/ How to Scroll Up or Down \

Position the mouse pointer on the

hold the left mouse button down,
then move the mouse to slide the

button up or down.
G /

OPAC System Tests
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Spelling

| o=

[ Tobegin, select a test from one of the menus below. |

This test contains fill-in—the— COMPUTER Formating A Lefter
bl k t. L . t l lh KEYBOARDING Transcription
an quS tons. Listen lo € CLERICAL Composing Minutes
word used in the sentence and FINANCIAL Apha Fiing
Spell the word COVreCtly. PROFESSIONAL Numeric Filing
OTHER Proofreading 1

Proofreading 2

-

Spelling
Reading Comprehension

Proofreading Practice

End Testing Session

N
The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.
J
Instructions - Spelling I

Test Instructlons Vou are ahout to start the Spelling test. This test contains fillin-the-blank questions,
hich you must answer by typing 2 missing word in the box provided. Use your mouse to
iclick on [Audio File] to hear the missing word spoken in the sentence. Upon answering a

Step I_ uestion, you on to the next question by cliciBhg the Next button on the toolbar.
If you chnnsﬁy ﬂ cmi telre hat question
Read the instructions presented on ter you ol E, ol 1o o Test Administratar
your monitor before starting the test. re v et s m i st il i tine ik, ol vt s courdom,

remaining to complete the test

To continue, click the left mouse
button on Continue.

Step 2.
Lyeiis Is @ Emed fest, the time OPACSystem |
’ OPAL Syst
allotted will be displayed in an OK e B I
box prior to the test beginning. @ Y'ou have 5 minutes for the test.
To start the test, click the left mouse Giood luck!

button once on OK.
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¥ 0PAC Syslem - Spelling - Version 1

Step 3.

o e JJI__IJJ T |
Each test item includes a sentence

with a blank space for you type in ‘ P: e iy
the required word. al ‘ ‘ p e
Click the Audio File link to listen

to the spoken word, then type the
word into the space provided.

Step 4.

To proceed to the next test item in
the test, click Next in the upper left
portion of the screen. Or use the _—_— [ ——
Question Selection Controls zo

select a specific item.

When finished — When all test items
have been completed, click the

Done option in the upper left
corner to exit the test. You will be The Next button advances to the next

returned to the main Candidate question in the test.
Program screen.

Question Selection Controls

Total shows the total number of questions
in the test. The Go To field just to the right
has a drop-down arrow that lets you scroll
to a specific question. The single left and
right arrow buttons will scroll through the
questions, forward or back, one at a time.
The button goes to the last question in
the test, and the button goes to the first
question in the test.

Un-Answered shows the total number of
questions that have not yet been answered.
The control buttons here work the same as
the Total buttons, except that these scroll
through only the unanswered questions.
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Reading Comprehension

[ To bedin, select a test from one of the menus below. ]

Measures the ability to read and

understand written paragraphs of COMECTER Bometling AL etior
. . KEYBOARDING Transcription
text, and answer multiple choice
. CLERICAL Composing Minutes
questions about the text. FINANCIAL aloha Filng
PROFESSIONAL Numeric Filing
OTHER Proofreading 1

Proofreacing 2

Spelling

-

Reading Comprehensian

Proofreading Practice

End Testing Session

|

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instructions - Reading Comprehension I

Test Instructlons [This test contains multiple-choice, true-false andfor filkin-the-blank guestions. Please
complete each multiple-choice and true-false question by selecting the best answer. You
can use the mouse or the keyboard (by pressing the keys "A, B, C" and so on) to select

Step I. your answers. For e lin-the-blank question, please sfter your answer in the
appropriate edit bo.
Read the inst ti ted Clicking on Next gz pres: kel colbifatiofwil bif up ghe next unanswered
ea e instructions presen eaon question, or you © tos 4 eld oy selec from the Unanswered

yOUl" monitor before starting the test List, located on the right side of the tool bar. The St on the left provides direct access to
: any guestion, answered or not

@©

hen you are finished, select Done from the main menu. Your Test Administrator may

To contlnue’ CZle the leﬁ mouse have set a time limit for the test. If there is a time limit, you will be told how much time you

butl‘on on continue. }::;qeaw:fis; will also notice a countdown timer on the status bar showing the time

Step 2.
7 i s wed ey the time OPAC System |
’ OPAC Spst
allotted will be displayed in an OK .| I I
box prior to the test beginning. @ You have 5 minutes for the test.

To start the test, click the left mouse Giood luck!

button once on OK.
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Step 3.

Each test item includes a sentence
with a blank space for you to type in
the required word.

Click the Audio File link to listen to
the spoken word, then type the word
into the space provided.

I 8. Tirm was fired and Jan was promoted

7 . Sarah and Kir both have great people skills and experience n public agerces.

I 0. Kim is 20 excellent typist and will be a bookkesper

Step 4.

To proceed to the next test item in the
test, click Next in the upper left
portion of the screen. Or use the
Question Selection Controls 7o
select a specific item.

o, pess 1 NG [~/

Question Selection Controls

When finished — When all test items
have been completed, click the Done The Next button advances to the next
option in the upper left corner to exit question in the test.
the test. You will be returned to the

main Candidate Program screen. Total shows the total number of questions

in the test. The Go To field just to the right
has a drop-down arrow that lets you scroll
to a specific question. The single left and
right arrow buttons will scroll through the
questions, forward or back, one at a time.
The button goes to the last question in the
test, and the button goes to the first
question in the test.

Un-Answered shows the total number of
questions that have not yet been answered.
The control buttons here work the same as
the Total buttons, except that these scroll
through only the unanswered questions.
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Proofreading Practice

Proofreading Practice measures the
ability to proofread and correct
single sentences.

[ Tobegin, select a test from one of the menus below. ]
COMPUTER Formatting A Letter
KEYBOARDING Transcription

CLERICAL Composing Minutes
FINANCIAL Alpha Filing
PROFESSIONAL MNumeric Filing

OTHER Proofreading 1

Proofreading 2
Spelling
Reading Comprehensian

¥  Proofreading Practice

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions presented on your
monitor before starting the test.

To continue, click the left mouse button
on Continue.

Step 2.

If'this is a timed test, the time allotted will
be displayed in an OK box prior to the test
beginning.

To start the test, click the left mouse
button once on OK.

nstructions - Proofreading Practice

You are ahout to start the "Proofreading” test. This test contains a group of sentences
that must be corrected for spelling and grammar. DO NOT add words of your own or
remove any existing words. However, you may edit or change text in order to correct
errors. Use St d English rules. DO NOT rEV|sele sentences to improve the wording.

DO NOT altg'the meaning of the sentences.
Wéhen you bave fin h& Daye

have set a it fi . If Gerdis
you have. ¥ou will also notice a countdow,
rermaining

i (Y our Test Administratar may
e lillit, be told how much time
irmer on the status bar showing the time

OPAC System ||

@ “ou have B minutes for the test,
Good luck!
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% OPAC System - Proafreading 1 - Version 1

Step 3. e

‘This is sample text for the manual only and does not reflect actual —1
< . N
jtest content. Actual test content will appear in multiple

Proofread the sentences displayed on the ‘paragraphs on the screen. The text will contain various errors in
;abbreviations, capitalization, grammar, number usage, possessives,
screen and correct errors in: Punctuation, and spelling.
Optometris, i1l verify that those capible of accurately reading

.. land comprffhending taxt onll this small may actually
AbbreVIatlonS have a de in I elNTgit . 0! be able to easily
.. . ‘read thi rinll. NFoll mdhy! i mply isn’t fair.
Capitalization
IIf people were meant to read texl this small, they would have eyes
Grammar 'four inches across. Can you ima§fine if everyone had eyes that
harge? What would that mean to the cosmetics industry? Imagine the
Number Usage [amount of eye shadow required to accent a four inch eye. The
. ollution effects could be devastating to large portions of the
POSSGSSIVQS planet. Why, that much mascara could actually darken the planet
. surface and increase global warming.
Punctuation

No, it is good that most people cannot see this well.

Spelling
Do not add words.

Foriclp, sess L [ [ fon]

Do not remove existing words.
Do not revise sentences to improve the
WOrding. ¥ OPAC System - Proafreading 1

Dore: He
[11This is sample text for the manual only and does not reflect actual
D0 not re[ype Sentences. S‘Jtest content. Actual test content will appear in multiple paragraphs
ZFon the screen. The text will contain various errors in
-abbreviations, capitalization, grammar, number usage, possessives,

Do not alter the meaning of the sentence. geounctuation, and spelling.

a10ptometrists will verify that those able of accurately reading and
Edit or change words and numbers n ['lcompre text prlnted in a font his small may actually have a ¢

defect elr 14, ble to easily read this

order to correct errors such as changing: onall prints fair.

be peop ere thi' they would have eyes

rtfour inches across. Can you ifhagine 1f everyone had eyes that large?
Numbers to words T9hat would that mean to the cosmetics industry? Imagine the amount

]of eye shadow required to accent a four inch eye. The pollution
PaSt tense to present Tleffects could be devastating to large portions of the planet. Why,

3 *that much mascara could actually darken the planet surface and
Plural to Slngular increa:e global warm\ilng4 " Y "
Present tense to paSt Yes, it is good that most people cannot see well enough to read this
Singular to plural fext
Words to numbers
=i tickp, st I [ [ [ =

Step 4.

When finished, click the left mouse
button once on Done in the upper left
corner of the screen.

/ How to Scroll Up or Down \

Position the mouse pointer on the

button located on the scrollbar,
hold the left mouse button down,
then move the mouse to slide the

\ button up or down. /
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Financial Tests

The Financial Tests group includes four test units. Tests are selected by
clicking the left mouse button on the desired test group on the left, then
clicking on the desired test on the right side of the screen. An instruction
screen will be presented prior to each test.

T,

Bank Reconciliation measures math
skills needed to reconcile a bank

[ Tobegin, select a test from one of the menus below. |

Statement (page 82) COMPUTER Bank Reconciliation
KEYBOARDING Bank Deposit
Bank Deposit measures math skills in GLERICAL el e
the preparation of a bank deposit (page FINAMGIAL, Basichetn
84 PROFESSIONAL
)' OTHER

Petty Cash measures math and record
keeping skills in maintaining a petty
cash fund (page 86).

Basic Math measures general

mathematical skills (page 88). Ena Testny Sassion

Note: Tests that are grayed out are not functional. Either the test is not available,
or you have taken this test already and retakes are not allowed.

Financial Tests Financial Tests e 81



Bank Reconciliation

oge o [ To begin, select a test from one of the menus below. ]
Bank Reconciliation measures
skills required to reconcile a bank COMPUTER P BankReconciiation
statement KEYBOARDING Bank Deposit
: CLERICAL Petty Cash
You will need paper and pencil, FINANCIAL Basic vt

PROFESSIONAL
OTHER

and a calculator or access to the
Windows calculator for this test.

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instructions - Bank Reconci n

For this test, enter the correct response for each guestion in the appropriate field. Use the
Test Instructions Tab key and Shift-Tab key combination to move to the_next and previous fields, or use

ithe mouse to mi ny field as desired. Use the scrdd bar o scroll the form up and

down if necessal
Step 1. When you are ggne e omithe a u. u%dm\mstramr may have
set & time limit fofThe test. are 15 atime lirdt, you will be how rmuch time you

have. ou will also notice a countdown timer althe status bar showing the time

Read the instructions presented on the remaining.
screen before starting the test.

To continue, click the left mouse button
on Continue.

Step 2.
If this is a timed test, the time allotted will OPAC System I
be displayed in the OK box. @ “You have 5 minutes for the test.
To start the test, click the left mouse Giood luzk!

button once on OK.
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[ OPAC System - Bank Reconciliation - Version 3 MEIE
Step 3. ;

Done_Help

SCENARIO: In this situation, prepare a bank reconciliation for Wiese I—

. . . Products Company on the form below using the following information.
Read the instructions displayed on the
Bank statement balance: $14,980.20 Checkbook balance: 515,289.55
Bank charges: service charges, $3.00, $4.20; blank ecks, $20
screen. Deposits shown statement 5320 UU $510. UU 230.70
Deposits recordd in chec 385 5230 70
Checks not shor 3U kY 52.424.12
e AWMU EN AN ;
Step 4. 0 iifd

. Checkbook Balance. 5 2. Bank Balance............
Enter the answers based on the

instructions. 3. Deduct Bank Charges § 4. Add Outstanding Deposits o
5. Deduct Outstanding Checkss)
Step 5.
6. Adjusted Checkbook 7. Adjusted
. . Balance............ E Bank Balance............ E
When finished, click the left mouse button | 77777 o T
once on Done.
-~ End of Test —— 2
ForHelp press 1 JSE= I TN —

/ Ways To Move the Cursor: \

1. Pressing the Enter or Tab keys
moves the cursor down to the next
field.

2. Pressing the Shift and Tab keys at
the same time moves the cursor up to
the previous field.

3. Position the mouse pointer on the
answer box desired and click the left

K mouse button once. /
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Bank Deposit

eac

Bank Degosit measures basic math [ To bsgin, select a test from one of the menus below. ]
skills in the preparation of a bank

COMPUTER Bank Reconciliation
depOSlt. KEYBOARDING » Bank Deposit
CLERICAL Petty Cash
You will need paper and pencil, a FINANCIAL Basic Meth
. PROFESSIONAL
calculator, or access to the Windows OTHER

calculator for this test.

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instructions - Bank Deposit

Test Instructions

For this test, enter the correct response for each question in the appropriate field. Use the
Tab key and Shift-Tab key combination to move to the next and previous fields, or use

the mouse to move to any field as desired. Use the gcroll bar to scroll the form up and
Step 1.

down if nece:
. . WWhen you are 9 g D m ﬁ u est Administrator may have
Read the lnstructlonspresented on your st & time Iggit fudhesest therell a ), bagold how much time you
. . have._\’ou el 0 notiCe a Colntd®wn UmS oh the status oar showing the time
monitor before starting the test. remaining

To continue, click the left mouse button
on Continue.

Step 2.

If this is a timed test, the time allotted will DPAC System ]

be displayed in the OK box.

'ou have 5 minutes for the test.
To start the test, click the left mouse |
button once on OK. Good luck!

84 ¢ Bank Deposit Financial Tests



Step 3.
Read the additional instructions
displayed on your monitor.

Step 4.

Enter the answers based on the
instructions.

Note: The program does not calculate
the answers. Use a calculator or a pencil
and paper to do the calculations.

Step 5.
When finished, click the left mouse button

once on Done in the upper left corner of
the screen.

Financial Tests

Done_Help

[ OPAC System - Bank Deposit - Version 2

Y

SCENARIO:

It is your respensibility to prepare deposit slips, write checks, and
keep the checkbook balance up to date.

Prepare a deposit slip for the following receipts:
23-520 bills

32-510 bills
15-3 5 bills
48-5 1 bills

In this situation, you are employed by Jones Repair Service.

Today is July 1.

58-quarters
42-dines
23-nickles
68-pennies

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, N
coount of KX-KKK
R E
2 Dollars Cents
1 ]
b OINS I
c

ecks as Follows
Properly Endorsed
ACE #14-637

$270.74 check (ACE #14-637)
$209.36 check (HGO #72-258)

Union National Bank I

Charleston, IL 61920 HGO #72-258

L]
mln

TOTAL DEPOSIT

For Help, press F1

——=End of Test —

I Y

-

1. Pressing the Tab key moves the

2. Pressing the Shift and Tab keys at
the same time moves the cursor up to
the previous field.

3.

Ways To Move the Cursor:

~

cursor down to the next field.

Position the mouse pointer on the

answer box desired and click the left
mouse button once.

/
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Petty Cash

Pem: Cash measures math and ) [ Tobegin, select a tast from ane of the menus below. |
record keeping skills to maintain a COMPUTER Bani Reconcilition
petly cashfund_ KEYBOARDING Bank Deposit
CLERICAL b Petty Cash
FINANCIAL Basic Math
PROFESSIONAL
You will need paper and pencil, a OTHER

calculator, or access to the
Windows calculator for this test.

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instiuctions - Petty Cash

Test Instructions
For this test, enter the correct response for each question in the appropriate field. Use the
Tab key and Shift- Tab key combination to rove to the next and previous fields, or use
Ste 1 the mouse to any field as desired. Use the sroll bar to scroll the form up and
p . down if nece: Q
. . Wi'hen you a 5 ok frifn t e t Administrator may have
Read the mstructlonspresented on your set a time limit 1ar the test. i there IS a t imit, you will be told how much time you
. . have. ¥ou will also notice a countdown time®on the status bar showing the time
monitor before starting the test. iy

To continue, click the left mouse button
on Continue.

Step 2.
Ifth'is isa timed test, the time allotted will OPAC System ]
be displayed in the OK box.
You hawve b minutes for the test.
To start the test, click the left mouse
button once on OK. Good luck!
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Step 3.

Read the on-screen instructions.
Step 4.

Enter the answers in the fields provided.
Step 5.

When finished, click the left mouse button
once on Done in the upper left corner of
the screen.

I OPAC System - Petty Cash - Version 3
Done Help

M=

initials as cashier.

A summary of
following pdity cash vc her

the second

pay to

SCENARIO: In this situation, you are employed by Mary Mills, owner of =
a marketing firm, who started a petty cash fund on July 1 by cashing a
check for S100. You are responsible for the fund and are to fill out a
petty cash voucher for each payment made. Fill in all the information
on the voucher except the signature. Approve the voucher by adding your

cash transactions fcr the mon,

o re the tty sk vcuchsr for
ndf S
R i E-RRE BB
AS e
3, Dﬂte

is shown below the

For |

Approved by

Cashier

Payment Received by

Signature

SUMMERY OF PETTY CASH TRANSACTIONS
July 10 Paid $20.85 to John Crawford for the purchase of paper products.
11 Paid $30.40 to Bill Davis for travel expense.
18 Paid 56.50 to Margaret Morrow for office supplies. 4

For Help,press F1

[159 [ [NUM

Ways To Move the Cursor:

Pressing the Enter or Tab key moves
the cursor down to the next field.

2. Pressing the Shift and Tab keys at the
same time moves the cursor up to the
previous field.

3. Position the mouse pointer on the
answer box desired and click the left
mouse button once.

4. Use the up-down scrollbar on the right
side of the screen. Position the mouse
pointer on either the up or down
arrows, then click the left mouse button

to scroll up or down.

Financial Tests

Petty Cash o 87



Basic Math

e

PROFICIENCY.

[ To begin, select a test from one of the menus below, ]

Basic Math measures general

COMPUTER Bank Reconciliation
mathematical SklllS in addition, KEYBOARDING Bank Deposit
subtraction, multiplication and CLERICAL Pty Cash
division. FINANCIAL P Basic Math

PROFESSIONAL
OTHER

You will need paper and pencil, or
a calculator, or access to the
Windows calculator for this test.

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instructions - Basic Math

. For this test, enter the correct response for each guestion in the appropriate field. Use the
Test Instructlons Tab key and Shift Tab key combination to move to the next and previous fislds, or use
ithe mouse to move to any field as desired. Use the scroll bar to scroll the form up and

dowin if necess
Step 1' [When you ar & - 0 4 c e st Administratar may have
. . set a time ligit for g e & a fine g ¥ e told hn_w much time you
Read the instructions presented on your have. You wi ot S Sitdciin 18ngWFthe Stat showing the time

. . rermaiming.
monitor before starting the test.

To continue, click the left mouse button
on Continue.

Step 2.

DPAC System %]
If this is a timed test, the time allotted will
be displayed in the OK box. @ You have 5 minutes far the test.

To start the test, click the left mouse Good luck!

button once on OK.
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Note: This program does not calculate answers. Use a calculator, the windows
calculator program, or paper and pencil to determine your answers.

Step 3.

Read the additional instructions
displayed on your monitor.

Step 4.

Enter your answers in the boxes
provided.

Do not write in this manual!
Step 5.

When finished, click the left mouse button
once on Done in the upper left corner of
the screen.

[ OPAC System - Basic Math - Version 1
DoneHelp

|_[5]x]

Caleulate answers to the following basic Math problems.

hddition:
(01) 5.405.35 (02)
386.

1,489.21
106.09 423.42
.

(03) 2,334.43 (04) 423.
1.378.
+  86.43 +3,987.38 + 2.

Subtraction:

97
94
M | I
(05) 1,618.30 37080 7 0 S0 ) 1.333.
276. 095 ale 407.
+ 73, 0 El 4 + 423,

(09) 3.257.56 (10) 9.873.60 (11) 4.592.84 (12) 3.552.76
- 237.81 - '177.56 - 174.68 - 534.63
(13) 2.560.72 (14) 3.956.20 (15) 3,073.58 (16) 2.650.75
- 582.63 - '967.15 - 365.29 - 673.90

Multiplication:
(17)  $8.70 x 43

- g (18) $20.00 x 48 = ¢

Forfiep press P

L3 [ NUM

Ways To Move the Cursor:
1. Pressing the Enter or Tab key moves
the cursor down to the next field.

2. Pressing the Shift and Tab keys at the
same time moves the cursor up to the

previous field.

3. Position the mouse pointer on the
answer box desired and click the left

mouse button once.

4. Use the up-down scrollbar on the right
side of the screen. Position the mouse
pointer on either the up or down
arrows, then click the left mouse button

to scroll up or down.

Financial Tests
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Professional Tests

The Professional Tests group covers two professions - legal and medical,
with four tests on each. These tests measure skills and abilities commonly
required for entry level positions in these two industries. Tests are selected
by clicking the left mouse button on the desired test group on the left, then
clicking on the desired test on the right side of the screen. An instruction
screen will be presented prior to each test.

Legal/Medical Keyboarding is a timed
test to measure typing speed and accuracy
using a computer keyboard. Content is
designed to be similar to that encountered
in these professions (page 92, page 100).

Legal/Medical Proofireading measures
the ability to proofiread and correct errors
in text presented on the screen. Content is
designed to be similar to that encountered
in these professions (page 94, page 102).

Legal/Medical Terminology measures
knowledge of legal words and terms used
by legal/medical assistants and
legal/medical secretaries (page 96, page
104).

Legal/Medical Transcription measures
the ability to transcribe speech from
recorded tape or dictation equipment.
Content is designed to be similar to that
encountered in these professions (page
98, page 106).

it

3 ENCY

[ To bedin, select a test from one of the menus below. ]

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

Legal Keyhoarding
Legal Proofreading
Legal Terminology
Legal Transcription
Wedical Keyboarding
Medical Froofreading
Wedical Terminology

Medical Transcription

End Testing Session

Professional Tests
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Legal Keyboarding

| o=

[ Tobegin, select a test from one of the menus below. |

Legal Keyboarding is a timed test COMPUTER Legal Keyboarding

. d d KEYBOARDING Legal Proofreading
lo measure lypl}’lg Spee an CLERICAL Legal Terminology
accuracy using a computer FINANCIAL Legal Transeription
keyboard. Content is designed to PROFESSIONAL Medical Keyboarding
be similar to that encountered in OTHER Medical Proofreading

. Medical Te I
these professions. ecical Terminerooy

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test InStruCtiOnS i Instructions - Legal Keyboarding

You are about to start the "Keyboarding” test. YWhen the test begins, the screen will be
divided into two windows. The top window containg the text that you will be typing; the

Step 1. bottom window is where you will type

The text in th window will autamatically scrolfmove up) as you type the

Read the lnstructlonspresented on document. Tl ¥0 a W to ke, ine automatically). Type

. . your text in the sa a2t afipeds i w [0 18 (i.e., double space

yOuI/' monitor befO}’e Sla}"l‘lng the test. between pa lin the t hdalF dies m to scroll when you want
it to, press EN twice to force it f0 scrollBne line, and continue typing.

TO continue click the leﬁ mouse Continue typing for the full test duration. Your score will be based on the tirme allowed for

’ the test.

button on Continue.

"hile you may use the Backspace key to correct errors, you will not receive credit for the
Backspace keystrokes

Unless otherwise instructed, you will be allowed five minutes to complete this test. The
itime will begin with your first keystroke. You will notice a countdown timer on the status
bar showing the time remaining

Step 2.

If this is a timed test, the time

allotted will be displayed in the OK

box. @ You have 5 minutes for the test.
To start the test, click the left mouse Good luck!

button once on OK.
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B 0PAC - Legal Kepboarding (Ol x]
Dore Help

One of two possible typing test displays =
will appear.

If one large window appears, you must

type from the correct test document G m e
version in the Test Documents —
Keyboarding/Word Processing booklet.
Be sure the version number matches the
one noted at the end of the screen
instructions.

=
For Help, press F1 | INUM | 7
If a “split screen” window appears, the Eicricsen: AT R
upper pane contains the text used for the =
. . . What th t 1 hiri iteri d in today' B
test. The lower window is the typing area. busineesgar 17 Mosh employers ack fiessions bo geuge an F
. . appli previous_experience and ilities Unfortunately,
The cursor appears automatically in the nany J Ligmme o1l togmost any skill-related
. question, c ﬁ o oty ] g, This is simply
lower window. becauge nogl Gopllkedltcthalt 8ol b8 o5 contidonce in their
abili
Mogt t afford h 1 1
Step 3. company Lins. Tho solution is pre-employnent teering. This
Begin typing when you are ready. The |
timer starts with your first keystroke.
Note: As you reach the end of the text in
the top window, the text will scroll
up automatically 9

Continue typing until time expires, as the
score calculation uses the total time
allotted.

o Fielp, press P Jsoo [ | 4

NOTE on Scrolling the text: Press Enter twice at the end of each paragraph
to leave a blank line between paragraphs.

If the text—to—be—typed does not scroll, either press enter again at
the end of the paragraph in your text to make the text scroll, or use
the scroll bar to scroll the text.
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Legal Proofreading

=2

Legal Proofreading measures the
ability to proofread and correct
errors in text presented on the
screen. Content is designed to be
similar to that encountered in the
legal profession.

[ To begin, select a test from one of the menus below, ]

COMPUTER Legal Keyboarding
KEYBOARDING Legal Proofreading
CLERICAL Legal Terminology
FINANCIAL Legal Transcription
PROFESSIONAL MWedical Keyboarding
OTHER Medical Proofreading

Medical Terminology

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Step 1.

Read the instructions presented on your
monitor before starting the test.

To continue, click the left mouse button on
Continue.

Step 2.

If'this is a timed test, the time allotted will
be displayed in the OK box.

To start the test, click the left mouse
button once on OK.

'You are about to start the "Proofreading” test. This test measures ability to detect and 2
correct spelling and gramrmatical errors. You will need to correct errors in:

lse Standard English rules.

DO NOT add words of your own or remove any existing words. However, you may edit
or change text in order to correct errors. DO NOT make any document format changes
Change only those items that are incorrect. DO NOT revise the document to improve
the wording

WWhen you have finished, select Done from the main menu. Your Test Administrator
may have set atime limit for the test. [f there is a time limit, you will be told how much
time you have. You will also notice a countdown timer on the status bar showing the x|

OPAC Syztem E2

@ You have 5 minutes for the test.
Good luck!

94 e Legal Proofreading
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Step 3.

Proofread the document on your
monitor and correct errors in:

Abbreviations
Capitalization
Grammar
Number Usage
Possessives
Punctuation
Spelling

Do not add words.

Do not remove any existing words.

Do not revise sentences to improve
the wording.

Do not alter the meaning of the
sentence.

Correct errors such as changing:
Numbers to words
Past tense to present
Plural to singular
Present tense to past
Singular to plural

Words to numbers
Step 4.

When finished, click the left mouse
button once on Done in the upper
left corner of your screen.

PZ OPAG System - Legal Proofreading - ¥ersion 2
Dore Hely

This is sample text for the manual only and does not reflect actual B

test content. Actual test content will appear in multiple
[paragraphs on the screen. The text will contain various errors in
abbreviations, capitalization, grammar, number usage, possessives,
[punctuation, and spelling.

Optometrists will verify that those capable of accurately reading
and comprehending text printed in a font this gmall may actually

have a defect in eyeslght No one shou be able to easily
read this small i ifhly, 't fair.

1f people were -‘ h@ld have eyes
four inches acr Carupll i y&he eyes that
large? What would that mean to the coslletics industry? Imagine the
amount of eye shadow required to accent a four inch eye. The
pollution effects could be devastating to large portions of the

[planet. Why, that much mascara could actually darken the planet
surface and increase global warming.

Yes, it is good that most people cannot see this well.

Ikl

Lo ticlp, ess T [ [ fum]

/ How to Scroll Up or Down

A scroll bar is located on the right
side of the screen. Position the
mouse pointer on the button
located on the scrollbar, hold the
left mouse button down, then
move the mouse to slide the

\button up or down. /

Professional Tests
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Legal Terminology

| ==

[ To begin, select a test from ane of the menus below. ]

Legal Terminology measures
knowledge of legal terms used by

legal assistants and legal COMPUTER Legal Keyboarding

Secretaries. KEYBOARDING Legal Proof.readmg
CLERICAL Legal Terminology
FINANCIAL Legal Transcription
PROFESSIONAL Medical Keyboarding
OTHER Medical Proofreading

Medical Terminology

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

1 Instructions - Legal Terminology

This is a multiple-choice test. Please complete each gquestion by selecting the best
Step I. answer. You can use the rouse or the keyboard (by pressing the keys "A B, C" and so

on) to sel I answers
Read the instructions presented on (Clicking on ‘mY ! Pa“ unansgered guseton; oryou
can jumgio o e ugstiolb tirl it Gom the Unanswered List located at
your monitor before starting the test. the bottom Tight. The Tist at The Bt provides direct access to any question,

answered or not.

: : WWhen you are finished, select Done from the main menu. Your Test Administrator may
T0 contlnue, CZle the leﬁ mouse have set a time limit for the test. If there is a time limit, you will be told how much time
button on Continue. ?;;;}?Y;g fou will also notice a countdown tirer on the status bar showing the time
Step 2.

If'this is a timed test, the time

allotted will be displayed in the OK

box.

@ You have 5 minutes for the test.
To start the test, click the left mouse

Good luck!
button once on OK.
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Questions are presented one at a time, with
the question number and question at the
top of the screen, and the answer choices
listed below the question. Images,
pictures, diagrams, or audio/video clips
may be presented as part of the question.

Step 3.
To select an answer:

Press the answer’s letter on the keyboard,
or

Click on the check box to the left of the
desired answer. A check will appear in
the box.

Step 4.

To advance to the next question, press the
Enter or Return key, or click on the Next
button.

Note: You may skip questions initially,
then return to them later using the Go To
drop down list for Un-Answered
questions.

Step 5.

When all questions have been answered,
click on Done.

Total BoTo

L K1 e 1]

Unnswered Golo

TR o 1

1 A depen e whe [ ]
™ E] asks qS am p I e
7 B testifiesin a deposition

™ C records a deposition procesding

I D pays court costs

For Help, press F1 [ [NOW

Question Selection Controls

The Next button advances to the next
question in the test.

Total shows the total number of questions
in the test. The Go To field just to the right
has a drop-down arrow that lets you scroll
to a gnecific question. The single left and
rightarrow buttons will scroll through the
questions, forward or back, one at a time.
The button goes to the last question in
the test, and the button goes to the first
question in the test.

Un-Answered shows the total number of
questions that have not yet been answered.
The control buttons here work the same as
the Total buttons, except that these scroll
through only the unanswered questions.

Professional Tests
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Legal Transcription

-

[ To begin, select a test from one of the menus below, ]

Legal Transcription measures the COMPUTER Logal Keybosrding
ability to transcribe speech from KEYBOARDING Legal Proofreading
recorded tape or dictation CLERICAL Legal Temminalogy
equipment. Content is designed to FINANCIAL Legal Transcrphen
.. . PROFESSIONAL MWedical Keyboarding
be similar to that encountered in the OTHER Medical Procteading

legal profession.

Medical Terminology

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instructions - Transcription

Test Instructions ou are about to start the "Transcribing from Dictation” test. You wil
produce one letter by transcribing from a transcriber or tape recorder.
Step 1.

Please locate letter # WC01B on the cassette tape provided by your Test

Read the instructions presented on your Administrat nscr\be this letter to Mrs th Jones. Format the letter

. . using bloc| opriate notations
monitor before starting the test. heﬁ neaded egddress You may

rewind pol

Be sure to write down the version of the
test recording (#1 #2 or #3) as it will Additional instructions for this test are included in the OPAC Candidate

. Iolanual
not appear again.
OPAC testing directory. C:\Program Files\OPAC 7.5\TESTO0I1Y

To continue, click the left mouse button
on Continue.

Step 2.
If this is a timed test, the time allotted will OPAC ISR B
be displayed in the OK box. @ “au have 5 minutes for the test.
To start the test, click the left mouse Bz il

button once on OK.
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Step 3. Blonscsoc e

Sl B Yew Dt Fomat Loos Tabe Wedow b Type aquestonfor b~ X
DEHIGRIVEI¥ B FII-0 100
Start the test. The word processor will be oot ___cvonrufElse

[v]
started automatically, with a letterhead I

displayed on the screen. Position the
cursor below the letterhead.

NOTE: If the letterhead does not
appear in Word, then select Print
Layout on the View menu.

Find the designated letter using the
transcription equipment provided, and
begin typing below the letterhead.

Use full block format.
Print one copy of the letter.

B EEER
Page 1 Sect 41 MLE nt Colt  REC TRK BT OR G

Save the letter without renaming it.
Close the document.
Step 4.

Exit the word processing program. You
will be returned to The OPAC System.

Professional Tests Legal Transcription ¢ 99



Medical Keyboarding

=2

Medical Kevboarding isa llmed test [ To begin, select a test from one of the menus below, ]
to measure typing speed and COMPUTER Legal Keyboarding
accuracy usmg a compul‘er KEYBOARDING Legal Proofreading
keyboard. Content is designed to be CLERICAL Legal Temminalogy
similar to that encountered in these FINANCIAL Legal Transcrpion

. PROFESSIONAL MWedical Keyboarding
professwns. OTHER Wedical Proofreading

Medical Terminology

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions
You are about to start the "Keyboarding” test. When the test beging, the screen will be
divided into two windows. The top window contaigs the text that you will be typing; the
Step 1. bottorm wi where you will type.
The text in the Thyl ﬂ dof will aulm) o B up) as you type the
; : docurne o - o t st line autormatically). Type
Read the instructions presented on your text in the same format as It appedis in the upper window {i.e., double space
yOur monitor before Stal”ting the test between paragraphs). If the text in the t8p window does not seem to scroll when you want

it to, press ENTER twice to force it to scroll one line, and continue typing

Cantinue typing far the full test duration. Your score will be based on the time allowed for

To continue, click the left mouse b T,
button on Continue.

"WWhile you may use the Backspace key to correct errors, you will not receive credit for the
Backspace keystrokes

Unless otherwise instructed, you will be allowed five minutes to corplete this test. The
time will begin with your first keystroke. Y ou will notice a countdown timer on the status
bar showing the time remaining.

Step 2.

If'this is a timed test, the time R =

allotted will be displayed in the OK

box. @ You have 5 minutes for the test.
Good luck!

To start the test, click the left mouse
button once on OK.
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One of two possible typing test
displays will appear.

If one large window appears, you
must type from the correct test
document version in the Test
Documents — Keyboarding/Word
Processing booklet. Be sure the
version number matches the one
noted at the end of the screen
instructions.

If a “split screen” window appears,
the upper pane contains the text
used for the test. The lower window
is the typing area. The cursor
appears automatically in the lower
window.

Step 3.

Begin typing when you are ready.
The timer starts with your first
keystroke.

Note: As you reach the end of the
text in the top window, the
text will scroll up
automatically

Continue typing until time expires,
as the score calculation uses the
total time allotted.

For Help. press Fi | UM | i

e B

This patient came to the emergency room with complaints =
of hawving shortness of breath. He gs an B4-year-old
ale w d- Stage congestlve hearll failure. The

patiens st 153%5 surgeries,
the mos T disease,
hichgis wl ah T sig that has
heen e ecus at is a poor

surgical cand1date He has J the hospital
numerous times recently, the®last time being three days
in the hospital for congestive heart failure. He went B

|

Foi Help, piess Fi [ NOM P

NOTE on Scrolling the text: Press Enter twice at the end of each paragraph

to leave a blank line between paragraphs.

If the text—to—be—typed does not scroll, either press enter again at
the end of the paragraph in your text to make the text scroll, or use
the scroll bar to scroll the text.
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Medical Proofreading

| ==

[ To begin, select a test from ane of the menus below. ]

Medical Proofreading measures the

ability to proofread and correct COMPUTER Legal Keyboarding
errors l}’l textpresented on the KEYBOARDING Legal Proofreading
. . CLERICAL Legal Terminolo;
screen. Content is designed to be o o
.. . FINANCIAL Legal Transcription
similar to that encountered in the PROFESSIONAL |  Medical Keyboarding

medical profession. OTHER Medical Procfreading
Medical Terminology

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

'You are about to start the "Proofreading” test. This test measures ability to detect and 2
Step I correct spelling and gramrmatical errors. You will need to correct errors in:

Abbreviation

. . s Capitali
Read the instructions presented on . Gramm
. . = Number usag
your monitor before starting the test. s Possedly
= Punctuation

. . Spelling
To continue, click the left mouse

. e Standard English rules.
button on Continue.
DO NOT add words of your own or remove any existing words. However, you may edit
or change text in order to correct errors. DO NOT make any document format changes
Change only those items that are incorrect. DO NOT revise the document to improve

the wording

WWhen you have finished, select Done from the main menu. Your Test Administrator
may have set atime limit for the test. [f there is a time limit, you will be told how much
time you have. You will also notice a countdown timer on the status bar showing the x|

Step 2.

If this is a timed test, the time

allotted will be displayed in the OK

box. @ You have 5 minutes far the test.
To start the test, click the left mouse Good luck!

button once on OK.
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W& OPAG System - Medical Proofreading - Version 3
Step 3. e
[This is sample text for the manual only and does not reflect actual —1
.test content. Actual test content will appear in multiple
Proofread the document on your iparagraphs on the screen. The text will contain various errors in
Iabbreviatlons, capitalization, grammar, number usage, possessives,
monitor and correct errors in: jpunctuation, and spelling.
‘Optometmsts w111 verify that those capable gf accurately reading
. . (and comprehend: Xt prlnted in a font th small may actually
Abbreviations fhave a defect helr ld ble to easily
. . . lread this small p n't fair. <
Capitalization
1If people were te al ould have eyes
Grammar 'four inches across. Can you 1ma91ne everyone had eyes that
[large? What would that mean to the cosmetics industry? Imagine the
Number Usage lamount of eye shadow required to accent a four inch eye. The
. :pollution effects could be devastating to large portions of the
Possessives planet. Why, that much mascara could actually darken the planet
. 'surface and increase global warming.
Punctuation .
i [Yes, it is good that most people cannot see this well.
Spelling
Do not add words. .
[ i, st [ fm
Do not remove any existing words.
Do not revise sentences to improve
the wording.

Do not alter the meaning of the K How to Scroll Up or Down >/

sentence.
A scroll bar is located on the right
Correct errors such as changing: side of the screen. Position the
mouse pointer on the button
located on the scrollbar, hold the
Past tense to present left mouse button down, then
Plural to singular move the mouse to slide the

Present tense to past button up or down.
Singular to plural K /
Words to numbers

Numbers to words

Step 4.

When finished, click the left mouse
button once on Done in the upper left
corner of your screen.
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Medical Terminology

| ==

[ To begin, select a test from ane of the menus below. ]

COMPUTER Legal Keyboarding

KEYBOARDING Legal Proofreading
Medical Terminology measures CLERICAL Legsl Tsminalogy
knowledge of medical terms used by FINANCIAL Legal Transcription
medical assistants. PROFESSIONAL Medical Keyboarding

OTHER Medical Proofreading

Medical Terminology

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions
This is a multiple-choice test. Please complete each question by selecting the best
answer. ¥ou can use the mouse or the keyboard (by pressing the keys "A, B, C" and so
Step 1. on) to select your answers.
Clicking on Ne: ressing the N key will bring up e next unanswered question, or you
Read the instructionspresented on lc:enéuoggnt]ori nal sl\;vered que stion b sﬂe\ ctmgsn em the Ur;:ntsowaeﬁdqtg;tliiiated at
Yyour monitor before starting the test. answere o not ‘
(When you are finished, select Done from tHS main menu. Your Test Administrator may
To continue Click the leﬁ mouse have set a time limit for the test. I there is & time limit, you will be told how much time
’ ) you have. You will also notice a countdown timer on the status bar showing the time
button on Continue. remaining
Step 2.
. . . . OPAC System E2
If this is a timed test, the time
allotted will be dlSplayed in the OK You have 5 minutes for the test.
box.

Good luck!

To start the test, click the left mouse
button once on OK.
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Questions are presented one at a time,
with the question number and question at
the top of the screen, and the answer

choices listed below the question. Images,

pictures, diagrams, or audio/video clips
may be presented as part of the question.

Step 3.

To select an answer:

Press the answer’s letter on the keyboard,

or

Click on the check box to the left of the
desired answer. A check will appear in
the box.

Step 4.

To advance to the next question, press
the Enter or Return key, or click on the
Next button.

Note: You may skip questions initially,
then return to them later using the
Go To drop down list by Un-
Answered.

Step 5.

When all questions have been answered,
click on Done.

nnnnnnnn

T -

ER = ST

™ & Kidne

Ot ngs

ro

Brain

Q1. Emphysema is a cone

- Sample

ForHelp, press F1

[ [ [NOM [

|

Question Selection Controls

The Next button advances to the next
question in the test.

Total shows the total number of questions
in the test. The Go To field just to the right
has a drop-down arrow that lets you scroll
to a specific question. The single left and
right arrow buttons will scroll through the
questions forward or back, one at a time.

button goes to the last question in
the test, and tﬁ button goes to the first
question in the test.

Un-Answered shows the total number of
questions that have not yet been answered.
The control buttons here work the same as
the Total buttons, except that these scroll
through only the unanswered questions.

Professional Tests
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Medical Transcription

| ==

[ To begin, select a test from ane of the menus below. ]

Medical Transcription measures COMPUTER Legal Keyboarding
the ability to transcribe speech from KEYBOARDING Legal Provfreading
recorded tape or dictation CLERICAL Legal Temminology
equipment. Content is designed to FINANCIAL cegelTransenpon
PROFESSIONAL Medical Keyboarding
be similar to that encountered in the OTHER Modical Prosfreading

medicalprofeSSion. Medical Terminology

Medical Transcription

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Inst}’uctions Instiuctions - Medical Transcription
You are about to start the "Medical Transcription from Dictation” test. You
Step 1. il produce one document by transcribing from a transcriber or tape

recorder
Read the instructions presented on your

X X Flease o e document "Medical TranScription #1" on the cassette
monitor before starting the test. tape providagdy i higgPRyacly, begin transcribing
until you reach fenefio (e (] e test allows for some
. . wariation (@ Ty e ment, re to follow the
To confinue, click the leﬁ mouse button narrative of the transcriber on the tahe as closely as possible to ensure
on Continue. accurate scoring

Additional instructions for this test are included in the CPAC Candidate
hlanual.

OPAC testing directory: C:\0PAC for Windows\

Step 2.

is is a i , . OPAC Syst -
If this is a timed test, the time allotted will yEic %] |

be displayed in the OK box. @ fou have 5 minutes for the test

To start the test, click the left mouse
button once on OK.

Good luck!
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Step 3.

Start the test. The word processor will be
started automatically, with a letterhead
displayed on the screen. Position the
cursor below the letterhead.

NOTE: If the letterhead does not
appear in Word, then select Print
Layout on the View menu.

Find the designated letter using the
transcription equipment provided, and
begin typing below the letterhead.

Use full block format.
Print one copy of the letter.
Save the letter without renaming it.
Close the document.
Step4.

Exit the word processing program. You
will be returned to the OPAC System.

i WD01.WD8 - Microsoft Word

A [=

Fle Edt Wiew Insert Format Took Table Window Help ll‘
DEHa 8R% BRI - RBEORES @ o -0,
Harmal < Courrten =0 2| B Z U|= E=(O-2-A-.
O SERNERE EERN R RN R X 5_}

TECHNICAL TRATHING ASSOCIATES
302 Main Street
St. Louis, MOfS3139-8132

Sample

:EEE—1

| Page 1 Sec 1 T 2 i Cal 1

I 2 e e e

wle|w |
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Other Tests

The Other Tests group includes custom tests created in OPAC by your Test
Administrator, Other Pre-Assessment Tests, and the Personality Assessment.

Customer Service Telephone — This test
requires test takers to rate possible
responses to the customer’s issues raised
during a telephone call (p. 111).

Telephone Order Entry — This test is
designed to determine whether you can
hear and accurately enter information
provided verbally (p. 112).

Record Locating — This test measures the
ability to locate information on a written
list and to correctly/accurately respond
using a keyboard (p. 113).

Applying Policies — This test measures the
ability to understand a situation explained
during a telephone call, and then to
appropriately apply the contents of
written policies in response to the callers’
issue/or concern (p. 114).

Sentence Clarity — This test is designed
to measure whether a candidate can
identify clearly-written passages, which
can be an indication of whether they can
write clearly (p. 115).

Custom Tests — Custom tests measure
knowledge by using multiple-choice, true-
false, and/or fill-in-the-blank questions (p.
116).

T

s IENCY

[ Tobedin, select a test from one of the menus below. ]

COMPUTER
KEYBOARDING
CLERICAL
FINANCIAL
PROFESSIONAL
OTHER

Customer Service: Telephane
Telephone Order Entry
Record Locating

Applying Policies

Sentence Clarity

Other Pre-Assessments

Hagan Perzonality Inventory

End Testing Session

B

Other Pre-Assessments —

Certification Practice Tests are
designed to apprise candidates of
their readiness to pass third party
certification tests. Tests are
multiple-choice, and measure
knowledge of most aspects of the
Microsoft Office product covered (p.
118).

Personality Testing — This is a

measuring tool designed specifically
to match people's personal
characteristics with those needed for
successful performance in different
jobs and job groups (p. 119).

Other Tests
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Taking Other Tests

Tests in this group measure knowledge h%

using multiple-choice, true-false, or fill-

in-the-blank ques[ions. The Subjec[ [ To begin, select a test from ane of the menus below. ]

matter may be on any tOpiC. COMPUTER Customer Service: Telephone
KEYBOARDING Telephone Order Entry

Pre-Assessment Practice Tests measure CLERICAL Sentence Clarity

knowledge OmeSl aspects ofthe FINANCIAL Other Pre-Assessments

MicrOSOﬁ Office products. PROFESSIONAL Hogan Personality Inventory
OTHER

The Personality Testing is a
measurement of personal
characteristics.

End Testing Session

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

TeSt InStruCtlons Instiuctions - Custom Test Sample 1
Ste 1 This is a multiple-choice test. Please complete each gquestion by selecting the best
P angwer. You can use the mouse or the keyboard (by pressing the keys "A B, C" and so

on) to select your answers

Read the instructions presented on yOur Clicking on Next or pressing the N key will bring up the next unanswered guestion, or you
moni[@r before s[arting the test. can jump to an unanswered guestion by selecting it from the Unanswered List located at

the botto The list al the bottom left provicls dlrem access to any guestion,
answere

To continue, click the left mouse button

. Wihen y n Uur Test Administrator may
on Continue. have set atime Ilmn or the lest \Hher s a tlme hm\t you will be told how much time
you have. ¥ou will also notice a countd®wn timer on the status bar showing the time
rermaining

Step 2.

If'this is a timed test, the time allotted will OPAC System =

be displayed in the OK box.

You have 5 minutes for the test.
To begin the test, click the OK button. @ SH TSNS = TINLEES 1ATHHE 165
Good luck!
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Customer Service: Telephone

This test requires test takers to rate possible responses to the customer’s
issues raised during a telephone call.

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Important! This test requires either a headset or speakers to
hear the test items.

Test Instructions

Instructions - Customer Service: Telephone I
Read the instructions resented on the ' ou are about to start the "Customer Service: Telephone” test. For this test, you will - 2]
p need to listen to data given to you audibly. If you are provided with a headset, please
screen then click Continue to begln the but it on now. You can adjust the volume lavel of the sounds you hear during the test
’ using the volume control button an wire that attaches your headset to the cornputer.
test. ) ) )
Curing this tes ill play the role of a customer ice agent who is respanding to
elephone calfl for semicegeTo U mastfirst Bng e call and enter the
caller's name plonethuide el c i " button begins flashing
and you heagthe t 0 g, Nickon atteh t8answar the call. After the
customer pro oUW elPnale a phone’nu and you have entered that
inforrnation in the appropriate fields, click th "Run Search” button
H - ; ; ; (Once you have brought up the customer information and at various points throughout
Incomlng ca""' Clle the bll}’lkli’lg red he test, you will be presented with three different ways you, as the customer service
| ’ agent, might respond to the caller. At those times, you will be asked to select the
button to llSlen to the customer:s "Most effective” and "Least effective”™ response of the three choices. Each choice
Statement. ill be presen_ted in & written format and _\va_ algn have an audio version for you to listen
0. You can listen to the response by clicking on the green "Play” button next to each
. . response
Enter customer information — Enter the
First Name Last Name and Phone # as [The "Most effective™ response is the one which, in general, is most likely to create a =
) >

heard in the call.
Click Run Search fo display the

CuStome}’ ’S hlSlOl’y Service Call Product Call
—
Possible Responses — After hearing the st e Lost e | -
customer’s issue, click to select the Most o | |

Repeat Caller’s Last Statement — Click this
button at any time to hear the customer’s
last statement again.

Effective response and the Least [
Effective response. $ G P e

Please answer the phone. (Click the blinking button.)

View Ratings Guidelines — Click this button
at any time to review the guidelines
mentioned in the Instructions.

Submit Rating — Click this button once your
choices have been made to rate the
possible responses.

Continue processing the calls until the test is
completed.
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Telephone Order Entry

This test is designed to determine whether you can hear and accurately enter
information provided verbally.

During each incoming telephone order, you will listen to information in the

call (over speaker or headset) and enter the data to a standard template on the

screen. Data include name, address, order quantities, etc.

Important! This test requires either a headset or speakers to
hear the test items.

Test Instructions

Read the instructions presented on the
screen, then click Continue to begin the
test.

Listen to the incoming call (via speakers or
headset).

Enter data into the appropriate fields.

Click here to listen to the next order — Use
this button to advance to the next call
after all data has been entered for the
current call.

When all calls are completed, click the
yellow button that says “You have
finished the test.” And return to the main
testing menu.

Instiuctions - Telephone Order Entry

ou are about to start the "Telephone Order Entry” test. For this test, you will need to &}
listen to data given to you audibly. if you are provided with a headset, please put it on
hows. Y ou can adjust the valume level of the sounds you hear during the test using the
olume control button on wire that attaches your headset to the computer.

Flease listen to each audio and enter the data in the proper fields. After each order,
click the yellow button to listen to the next order. The button is visible at the end of
each audio house the mouse to go to any ﬁld. You can also use the Tab or

Enter keys §Lmove to thapneil fi o e b ift- [ ation to go back to the
previous fisl g ﬁ h ati o ]
of the fields sCres eximpie,

b
1 o8 may not be in the order
¥
number before you are given the name or 2

2tim be given the phone

dress

IMPORTANT: This test is case sensitive. You must capitalize the first letter of
each word when entering the in ation into the boxes on the screen (e.g.,
Street Name: Falling Oaks NOT falling oaks). Your response will be marked

incorrect if the first letter is not capitalized.

You do not need to enter the hyphens { - - ) for phone numbers. They have been
enterad for you =l

I OPAC System - Telephone Order Entiy - Version 1 [-1ofx]
Done Help

RecordNa: 1

el No Catdogue No
Last Name: — Fisthame 3
sweethone [

oy 2 Code:

Telephone:

Ty [ Prod Code Deserplon UnPrce [ TotlPre
Procudtloat

Tax
Tota

For Help. press F1 I [ NOM
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Record Locating

This test measures the ability to locate information on a written list and to
correctly/accurately respond using a keyboard. AN address book is provided
on the screen, and you must find requested data and enter it in the fields
provided.

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Instructions - Record Locating I
Test Instructions RECORD LOCATING TEST =
. . ou are about to start the "Record Locating” test. This is a test of vour
Read the instructions presented on the ability to use information from a list, Using the reference list of names,
screen, then click Continue to begin the laddresses, and telephone numbers shown on the right side of the

creen, you shou\d enter the correct Information about the person as
test. equest ! ea telephone book ramis are listed in alphabetical
directory st o m

wample, if the
" then thelr first name
s "Ada ight have to use the

scroll bar on ﬁ']e r|ght S\de of h list to view the entire list,

ou will be asked questions about the directory and you should enter
the requested information into the box provided on the screen,

[N the: questions, names are always given with the first name first. For
example, if vou see a question, "What is the telephone number of John

Read the question in the upper leﬁ corner Of Emith." then Tohn is the first name and Smith is the last mame d

the test window.

Find the information requested in the

Address Book on the right side of the test e e T o
window. ouestion ot 10 R e e

Question s
Andrew, Jacksan 8744 Biglow 897-4574

' 1
What s Andrew Jackson's phone number ittt oS ibicsim Bl

Enter the information requested in the

S“E Rn - Hon Dper- s57.5412
fields provided on the screen. g s
. . . = so38 ler s
Next Question — Click this button after o un ae
. . . 4188 Hilsneck 321-9652
entering the requested mformatton to go 'ghm"“m o s e
to the next quSinﬂ. B e Sao Hange I
Skip Question — Click this button to skip s | Eie [
the current question and continue to the Tyno your answer i he hox above.

OR - Click the <Skip Question> button to skip this question.

next question.

** You cannot return to skipped questions
later! **

Done — Click this button to end the test R |
early. All test items will be scored,
whether they have been completed or not. I
Test items cannot be repeated in this test
session. You will be asked to confirm
ending the test.

‘_?() Are pou sure you want bo quit the Record Locating test now’?

Yes Mo |
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Applying Policies

This test measures the ability to understand a situation explained during a
telephone call, and then to appropriately apply the contents of written policies
in response to a callers’ issue or concern.

Important! This test requires either a headset or speakers to
hear the test items.

The illustrations below are examples of screens encountered when starting the test.
The text in these illustrations may not match the text in your test.

Test Instructions

Read the instructions presented on the
screen, then click Continue to begin the
test.

Policy — Read the policy presented on the
screen.

Listen to Caller — Click here to hear the
customer call, using the headset or
speakers provided.

Notes — Use this area to make notes,
during the call, for your own reference, as
needed.

Read the statement presented when the
caller is finished.

Select most appropriate answer from those
provided below the statement.

Submit Answer — Click here to submit the
answer you selected.

The next test item will appear.
There are 18 test items in this test unit.

Exit — Use this option only if you wish to
end the test early. The Test Administrator
may have the system setup to prevent
retaking tests, so check with the Test
Administrator before exiting the test early.

You will be required to confirm you want

Instructions - Applying Policies I

APPLYING POLICIES TEST =

ou are about to start the "ApplyingQolicies" test, For this test, vou
ill o listen tg infarmation thallis provided to you through the

hea i voul have your headset on
Mg and @

During this test vou will be sfown a company's policy and procedures
egarding callers' issues, After reading the pollcy, you should click on
the "Listen to Caller" button to hear the telephone call. After the call is
ompleted, you will be presented with a staternent regarding the call,
ou will then need to choose whether the statement is "rue", "false”,
or vou "need more information from the caller to make this
Hetermination.

ou will be able to read the policy before the call starts, When you feel
ou are ready to hear the call please click the button "Listen to Caller".
Cince vou have nlaved the call volr mav not reneat it d

eady I | | 4

GQuesiee 1 0f 18

P e o picy bowhenrishc.cick e Lot Clt” b
Policy: Cuslomets vho de nabverlio be caalacied by olompangcan be removed from our contact dalsbase Upon
ction PO T ol b @80 bo used for verification. A reforence number or
orf ﬁ i e clingel al b W ‘as address, phone number, and email address.

Nots
[

to end the test.

v

| e you sure you wank to quit?

oy

“rou are encouraged to finish the entire test now.

“res - Quit now and receive credit for only the work you have done correctly thus far.
o will not be able to complets this test later.

Mo - Continue taking this test.

‘Yes Ma

114 o Applying Policies
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Sentence Clarity

This test is designed to measure whether a candidate can identify clearly-
written passages, which can be an indication of whether they can write
clearly. This test provides twenty test items, each consisting of two sentences
of similar content. The test taker needs to identify the sentence that is the
most clearly written and concise.

Test Instructions

Read the instructions presented on the
screen, then click Continue to begin the
test.

Read the question displayed.

Click to select the answer you feel is most
correct from those listed.

Use the Next button to move to the next test
question.

The Unanswered button set allows you to
go back to skipped questions, if any were
skipped.

Click Done when all questions have been
answered.

Instructions - Sentence Clarity

his test containg multiple-choice, true-false and/or fill-in-the-blank guestions. Please
icomplete each multiple-choice and true-false guestion by selecting the best answer. You
Ican use the mouse or the keyboard (by pressing the keys "A, B, C" and so on) to select
byour answers. For each filkinthe-blank question, please enter your answer in the

lappropriate edit box
Clicking@in Next ot Bress [t-Mgk 2 corina ill bring up the next unanswered
question, v urgingered qutst, selecting it from the Unanswered
st logated ol ths right e O thitol bal THS 1i88%0n the left provides direct access to
any que . answere ol not!

hen you are finished, select Done from the rain menu. Your Test Administrator may
have set a time limit for the test. If there is a time limit, you will be told how much time you

have. ¥ou will also notice a countdown timer on the status bar showing the time
Irernaining

I OPAC System - Sentence Clarity - Version 3 [-[olx]
Dore Help

S R i ST I = 131

Q1. Choose the passage below that is most clear.

ample

B The student lef

T B The smdent

ForHelp, press F1

I |

Other Tests
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Custom Tests

Custom tests measure specific knowledge by using multiple-choice, true-false,
and fill-in-the-blank questions. Questions may contain sounds, images, or
movies. Select a test by clicking the mouse on the desired test on the right side
of the screen. An instruction screen will be presented prior to each test, along
with a time limit announcement if the test is timed.
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Custom Keyboarding Tests

These are Keyboarding tests with custom text content. These will appear in

the same testing format as the standard Keyboarding tests. For detailed
instructions, see p. 46.
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Pre-Assessment Practice Tests

Certification Practice Tests are designed to apprise candidates of their
readiness to pass third party certification tests. Tests are multiple-choice, and
measure knowledge of most aspects of the Microsoft Office product covered.
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Personality Testing

Personality Assessment is a separate program that is partially integrated with
the OPAC System. The Personality Assessment test scores will be

automatically emailed directly to the test administrator shortly after its
completion.
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Biddle
Consulting
M Group, Inc.

Toll Free: (800) 999-0438

193 Blue Ravine Road, Suite 270, Folsom, CA 95630
(916) 294-4250 o Fax: (916) 294-4255

Web sites:

OPAC System (office skills assessment): www.opac.com,
EEO/AAP Consulting and Software: www.biddle.com,
CritiCall (dispatcher assessment): www.criticall911.com,

Fire & Police Selection, Inc. (assessment products and services):

www.fpsi.com
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